	
	
	



INSTRUCTIONS FOR COMPLETING THE TABLE
(delete these instructions in the information document)

General

A table should be included in the information document. In this table you will specify the data that will be collected for your study and how this data will be handled. There are 3 different templates for the table, depending on the type of research you are conducting. Carefully check which type of table applies to your research. Remove the rows that are not applicable and adjust or add information where necessary. NB: the information you include here must correspond with your Data Management Plan.

The three templates are for
1. Research without audio or video recordings 
2. Research with audio or video recordings that are deleted after transcription/coding
3. Research with audio or video recordings that are not deleted after transcription/coding or analysis 

If your table only consists of 1 or 2 rows (because you collect little or no personal data), you may also choose to describe this information directly in the text of the information document instead of using the table.

At the bottom of this document you will also find examples of completed tables. We recommend keeping the templates/examples at hand while working with the instructions below.

If something is written between [square brackets], you must make a choice or adapt the text.

Research data and administrative data
In the table you should group research data and administrative data separately.
· Research data are stored to answer the research question (e.g. audio or video data, questionnaire answers).
· Administrative data are stored to handle administration related to your research (e.g. participant payment, or contact information – if the participant has consented).

First column: type of data
Specify the type of data. If all answers in columns 2 to 5 are the same, you can group the different types of data into one row.

Second column: purpose
Specify the purpose for collecting the data (e.g. to answer the research question, or to provide compensation).

Third column: how are data stored?
Options for research data: anonymous or identifiable.
· Anonymous: data cannot be traced back to an individual.
· Identifiable: data could (indirectly) identify someone.

In your table, create a separate row for anonymous and identifiable research data.

Administrative data (for instance for payment) are stored separately from the research data. Therefore, for these data use the option “stored separately from the research data”.

Fourth column: how long are data stored?
Specify how long the data will be kept. Prescribed retention periods are:

· Research data:
· A minimum of 10 years for RU research.
· A minimum of 15 years for WMO-required research or ERC-funded research.
· A minimum of 25 years for clinical trials.
· Sometimes a shorter retention period applies for sensitive or identifiable data (e.g. audio recordings). This is often defined in the ethics application or data management plan.

· Administrative data:
· Financial data: 7 years
· Name and signature on consent form: as long as the associated research data are stored
· Other personal data: as short as possible, deleted no later than 1 month after the end of the study. Please also specify an expected end date here.

Fifth column: shared after the study
Indicate whether the data will be shared after the study. Options are [yes], [no], or [yes, if you give permission]. If the latter applies, which is the case if data that cannot be anonymized, explicit additional consent should be requested on the consent form. .
Radboud’s open science policy is “as open as possible, as restricted as needed.” Therefore, for anonymous data the answer is almost always [yes], with some exceptions for theses or educational research.

[bookmark: _Hlk212813941]If you anonymize/pseudonymize data before sharing, but also store the raw data, you need two rows in the table:
one for the raw data and one for the anonymized/pseudonymized data. 
These two rows then differ in the columns how are data stored’ and ‘shared after research’, and sometimes also the column ‘how long are data stored’. See example table 1.















Templates
Template 1. Research without audio or video recordings
Delete the rows that do not apply to your research. In the first column, ‘Type of data,’ examples of research and administrative data are mentioned. Adapt this to your research. 
	Type of data
	Purpose
	How are data stored?
	How long are data stored?
	Shared after the study?

	Research data
	
	
	
	

	Gender
Age
Education level
Political opinion
BMI
Medical diagnosis
Questionnaire responses
EEG
Response times 


	Answering the research question
	Anonymous
	At least 10 years 
	[Yes]
[No]

	Date of birth
MRI scan
Job title (e.g., CEO)

[Note: Research data may become identifiable in, for example, a very rare population or with a small number of participants within a certain target group (for instance, one woman in a management position within a single company). In that case, the data are identifiable and must be included in this row.]

	Answering the research question
	Identifiable
	At least 10 years 
	[No]
[Yes, if you give permission]

	Administrative data
	
	
	
	

	Name
Address
Email address
SONA ID
	Contact, scheduling appointment
	Stored separately from research data
	Maximum 1 month after end of study, expected end date: [insert expected end date]


	No

	Participant number from [choose: SONA/Prolific/other database]


	Providing compensation
	Stored separately from research data
	7 years
	No

	Initials and surname
Address
Date of birth
BSN (Dutch Citizen Service Number)
Amount paid
Bank account number
	Providing compensation
Fulfilling tax authority obligations for persons with a BSN, see also here for more information.
	Stored separately from research data
	At least 7 years
	Financial department Radboud University
Dutch Tax Authority (Belastingdienst)

	Name
Signature


	Giving consent
	Stored separately from research data
	At least 10 years
	No

	(When permission is given) 
Contact details for future research within the research institute:
Name
Email address
SONA ID
	Contact, scheduling appointment
	Stored separately from research data
	Maximum 2 years
	No






Template 2. Research with audio or video recordings that are deleted after transcription/coding
Delete the rows that do not apply to your research. In the first column, ‘Type of data,’ examples of research and administrative data are mentioned. Adapt this to your research. 
	Type of data
	Purpose
	How are data stored?
	How long are data stored?
	Shared after the study?

	Research data
	
	
	
	

	Gender
Age
Education level
Political opinion
BMI
Medical diagnosis
Questionnaire responses
EEG
Response times 


	Answering the research question
	Anonymous
	At least 10 years 
	[Yes]
[No]

	Date of birth
MRI scan
Job title (e.g., CEO)

[Note: Research data may become identifiable in, for example, a very rare population or with a small number of participants within a certain target group (for instance, one woman in a management position within a single company). In that case, the data are identifiable and must be included in this row.]

	Answering the research question
	Identifiable
	At least 10 years 
	[No]
[Yes, if you give permission]

	Video recordings, Audio recordings
	Transcribing recordings to answer the research question


	Identifiable
	Deleted as soon as the recording is [transcribed/coded], maximum after [X] month(s)
	No

	Transcription/coding of video and audio recordings

	Answering the research question
	[Anonymous] [Identifiable]
	At least 10 years
	[No] 
[Yes, if you give permission]

	Administrative data
	
	
	
	

	Name
Address
Email address
SONA ID
	Contact, scheduling appointment
	Stored separately from research data
	Maximum 1 month after end of study, expected end date: [insert expected end date]
	No

	Participant number from [choose: SONA/Prolific/other database]


	Providing payment

	Stored separately from research data
	7 years
	No

	Initials and surname
Address
Date of birth
BSN (Dutch Citizen Service Number)
Amount paid
Bank account number
	Providing compensation
Fulfilling tax authority obligations for persons with a BSN, see also here for more information.
	Stored separately from research data
	At least 7 years
	Financial department Radboud University
Dutch Tax Authority (Belastingdienst)

	Name
Signature


	Giving consent
	Stored separately from research data
	At least 10 years
	No

	(When permission is given) 
Contact details for future research within the research institute:
Name
Email address
SONA ID
	Contact, scheduling appointment
	Stored separately from research data
	Maximum 2 years
	No





Template 3. Research with audio or video recordings that are not deleted after transcription/coding or analysis
Delete the rows that do not apply to your research. In the first column, ‘Type of data,’ examples of research and administrative data are mentioned. Adapt this to your research. 
	Type of data
	Purpose
	How are data stored?
	How long are data stored?
	Shared after the study?

	Research data
	
	
	
	

	Gender
Age
Education level
Political opinion
BMI
Medical diagnosis
Questionnaire responses
EEG
Response times 


	Answering the research question
	Anonymous
	At least 10 years 
	[Yes]
[No]

	Date of birth
MRI scan
Job title (e.g., CEO)

[Note: Research data may become identifiable in, for example, a very rare population or with a small number of participants within a certain target group (for instance, one woman in a management position within a single company). In that case, the data are identifiable and must be included in this row.]

	Answering the research question
	Identifiable
	At least 10 years 
	[No]
[Yes, if you give permission]

	Video recordings
Audio recordings
	Answering the research question

	Identifiable
	At least 10 years
	[No] 
[Yes, if you give permission]

	Transcription/coding of video and audio recordings
	Answering the research question

	Identifiable
	At least 10 years
	[No]
[Yes, if you give permission]

	Video recordings
Audio recordings
	Use in teaching and/or other research presentations

	Identifiable
	5 years
	Yes, if you give permission

	Administrative data
	
	
	
	

	Name
Address
Email address
SONA ID
	Contact, making appointments
	Stored separately from research data
	Maximum 1 month after end of study, expected end date: [insert expected end date]

	No

	Participant number from [choose: SONA/Prolific/other database]


	Providing payment
	Stored separately from research data
	7 years
	No

	Initials and surname
Address
Date of birth
BSN (Dutch Citizen Service Number)
Amount paid
Bank account number
	Providing 
payment
Fulfilling tax authority obligations for persons with a BSN, see also here for more information.
	Stored separately from research data
	At least 7 years
	Financial department Radboud University
Dutch Tax Authority (Belastingdienst)

	Name
Signature


	Giving consent
	Stored separately from research data


	At least 10 years
	No

	(When permission is given) 
Contact details for future research within the research institute:
Name
Email address
SONA ID
	Contact, making appointments
	Stored separately from research data
	Maximum 2 years
	No









[bookmark: _Voorbeelden_van_ingevulde][bookmark: _Hlk209096442]Examples of completed tables
The examples below can be used to get an impression of what a completed table looks like.
Example 1. This is an example of a table with data for an fMRI study with healthy adults from the general population. In this example, participants are recruited via SONA and compensated through bank transfers.
	Type of data
	Purpose
	How are data stored?
	How long are data stored?
	Shared after the study?

	Research data  
	  
	  
	  
	  

	Anatomical MRI scan, type of brain and head image

	Answering the research question

	Identifiable with head circumference
	At least 10 years
	No

	
	
	Anonymous without contours of head and face
	At least 10 years
	Yes

	Brain activity as measured by MRI
	Answering the research question
	Anonymous
	At least 10 years
	Yes

	Gender
Age
	Answering the research question
	Anonymous
	At least 10 years
	Yes

	Administrative data 
	  
	  
	  
	  

	SONA ID
	Contact, scheduling appointment
	Stored separately from research data
	Maximum 1 month after end of study, expected end date: 31-12-2025
	No

	Initials and surname
Address
Date of birth
BSN (Dutch Citizen Service Number)
Amount paid
Bank account number
	Providing 
payment
Fulfilling tax authority obligations for persons with a BSN, see also here for more information.
	Stored separately from research data
	At least 7 years
	Financial department Radboud University
Dutch Tax Authority (Belastingdienst)

	Name
Signature
	Providing consent
	Stored separately from research data
	At least 10 years
	No






Example 2. This is an example of a table with data for an interview study with healthy adults from the general population. In this example, an audio recording of the interview is made, which is deleted after it is transcribed. Participants are compensated with a physical gift card, which requires a name and signature, or participant hours, which require a SONA ID and signature.
	Type of data
	Purpose
	How are data stored?
	How long are data stored?
	Shared after the study?

	Research data
	  
	  
	  
	  

	Gender
Age
Political opinion
	Answering the research question
	Anonymous
	At least 10 years
	Yes

	Audio recordings
	Transcribing recordings to answer the research question
	Identifiable
	Deleted once the recording is transcribed, maximum 1 month after participation
	No

	Transcription of audio recordings
	Answering the research question
	Identifiable
	At least 10 years
	Yes, if you give permission

	Administrative data 
	  
	  
	  
	  

	Name
Email address
	Contact, scheduling appointment
	Stored separately from research data
	Maximum 1 month after end of study, expected end date: 31-12-2025
	No

	Name
Signature
	Providing physical gift card
	Stored separately from research data 
	7 years
	No

	Participant number from SONA database
	Providing credits for participation
	Stored separately from research data 
	7 years
	No

	Name
Signature
	Providing consent
	Stored separately from research data
	At least 10 years
	No

	(When permission is given)
Contact details for future research
	Contact, scheduling appointment
	Stored separately from research data
	Maximum 2 years
	No


 



Example 3. This is an example of a table with data for an online questionnaire study with healthy adults from the general population. The link to this questionnaire is distributed via social media. Participants provide online consent, for which no personal data are needed. Participants are compensated with a digital gift card, which requires a name and email address.
	Type of data
	Purpose
	How are data stored?
	How long are data stored?
	Shared after the study?

	Research data
	  
	  
	  
	  

	Gender
Age category
Job sector
Survey responses
	Answering the research question
	Anonymous
	At least 10 years
	Yes

	Administrative data 
	  
	  
	  
	  

	Name
Email address 
	Providing gift card
	Stored separately from research data 
	7 years
	No
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