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. PROJECT OFFICER'S GUIDE TO DATA ARCHIVING: -  — = -~ ___
1. INTRCDUCTION: . - / |

4 ' ES

- . - \

FIRs

LR

Sincé’tEESéensus of 1790, the fede?él government has been collﬁéting

"

. data for public policy purposes. As these data coiiection actiwi?ies have o
expang%d, so has’ the potential for the uaeiof the data themselves. 'Recently;
N .
to encourage secondary analysis; tne fed@ral gﬁﬁfrnmént has bé@ﬁh to arrange 7
- . _' . N -

for these data to be documented, archiiid and released to th@ pqhiie. This

T; © support has been promptéd by the wECognit'@n that data mqliectiau is an \‘

expensiye phopositibn and that it is in the public interest to mﬁﬂimiZE the

* use of data acquired with feddral fﬁﬁ&%- In Kppendik &;, we present a. detailed

(W - -
rationale for agihiving and reieasing~data for pubiic poiicy research. -
- -
. ; The purpose of this document is to provide gavermment project of ficers

with guidelines for archiving government-sponsored data files. Th@‘guide-

lines represent;guggdel for systematically transferring data from the originai

v

" data qollestion contractors to the public domain in a form amenable to

4

5éééﬁ&é?§ iﬁéiiéi&;

'

the data to a consortium which will maintain and disseminate them.

- 13

Stﬁgé one of data aﬁéhi?iﬁg Bakéé ﬁlééé éﬁtiiél& at tﬁé federal

. iévéi;- it entaiis establishing, poiicies and procedures for data archiving,

- '
including requirements for data archiving,i"requests for proposa als and contracts,

N

aéd establishing ownership of ‘the data,, Stage two ‘oecurs when a new  *

data collection project: is initiated fﬁé—?ééﬁEééf'tﬁiB stage is aééiaiaé

) -y § ; - o o

T
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. whether to'archive, what to archive, and how much effort”to devote to

~archiving the data selected. After these dec1sions have been que, Stage

f'; o, ' p : - (,,,f,,,,,’, R i

Three creatiﬁg the afchiﬁﬁd data set-and‘its assocfate& documenuauion, beg;ns.;

o s‘ ‘
Typltally, the data are archived through the 1nteract16ﬁ bf two urganizaLions.

. - N »

\

'gv

preparatlon of the final user—level documentatibﬁ. The alssemlnatlcn act1v1ties

.. -

L4l

of Stage Four 1nvolve storing and malntaining phe data 1n a manner tha{ maximlzes

5 ,
their use, publInIZIng the‘avaiiablf%ty of the data, and providxng assistance

© 1 . - M

_to interested researchers. o o : , ;s

[
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" 1. STAGE ONE: ESTABLISHING POLICIES  _ . |

: : . -
- R )
< - ‘ - s

Thelprimary purposes of Stage One are to establish nrocedures for data
. @ .
- archiving and to inform all contractors, present and potential that they
J

o shohid be prepared to comply with requirements established to facilitate 1,
. . ™ - : & i
. 7 : . {

data archiving. : - 7 . o &

T
_ L3

. shouid specIfy that mach:ne-readable data generated by government support -
4 =
- are,to be considered in the public domain. This proViSion should cléarly -

éSrabllsh federal ownership of the data and stipulate that primary data -

5 - files deemed vaiuable for secondary anaiysis are to be pla ed in a repositdry .

designated by the federal agency within a reasonable period of, tim ¢
v - data contractors should be prepared to submit data tapes and documentation
with their final reports. RFPs anigcontractslshould also state that reieasing

and disséminatihé data is the responsibiiity of the sponsoring federal agency,
{
nst that of the primary investigators or other data collection contractors._

\%g\% Generaily, current “statutes andfjudiciai interpretation support the
public nature of data’ files collected at the government's expense. But,
. N o o ] Y
" ‘there are'31so laws which protect the privacy of indiVidnals and organizations

sﬁpplying the data. Both the RFP and the eontract mu't make data coiiectors
aware of these iaws* befone°the collectioq process begins. In addition it

is necessary to develop an agreement which ;}Yi satisfy archiving requirements

'and, at the same time, comply with the Freedom of Information Act the Privacy

. .
,,,,, - . oo . . .
*

Act; and other reiated statutes. : : c , : .

" Making such, consideratiohs prior to entering into a contract does not

necessarily mean that the data a partidular project produces will be archived.
_ b Y : G ' . ] :
'In fact, since the whole concept of data archiving is relatively new, it

T
~
.

-

=
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is likely that; in the near future, only a small percentage of the data collected
under’ govérnient contrjcts w11 be éi‘éhiiiét;i; Deciding which data to archive

~

' is the focus of Stage Two: -
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. II. -STAGE TWO% DEC.LDING WHAT TO ARCHIVE N/

@ By
. '
. .

A. BACKGROUND v S S
Sifice a multitude of research contracts are awarded annually by -local, .
. \ N . : . - oy L. .

state; and federal agencies, clearly; there is no dearth ,65 studies that
. ° ) N I

could be considered for a data archive: #4s attractive as this may appéaf

. '., L & .- _ oo o . _ L _ T
~ to the archivist and to those interested in maximizing,the potential of S

existing data, the p’rb'jé'ct officer is 1eft with the task of ei’réliiat‘ng the

7rworth of the data for archival pufposes. .€arefu1 evaiuatxon of a study ‘and

:its data before electing to have them archived is essentlal to ‘the creation

of a useful archive. However, de'ciaiﬁg which ones should be archived is not

-

an easy task., In part; this is due to the large number of studies funded -

(each of which usually generates multiple files) and pattly due tb the wide -
range of content encompasséd by these stud;es. Decisions about a study's

worth require not.only an understanding of the substantive area and its

sethodological characteristics but also demand that the decision makdy have

. -

a strong sense of whether or not the st’uéy findings will Be:‘o‘f i'nter"e’st to

others in the field in question. For efample, the Division of Policy Research
and Analysis o% ihe”ﬁatiéﬁai SEience;Foun%gtion {NSF) has funded research in
such disparate areas aﬁ enefgy; innovation processes, the socioeconomic

@@chnoiogy; TWe Nationa& Institutefof Education (NIE) has sponsored ‘re séarch

in such diverse areas as ccmpensatorv educatian, Schocl finance, career educa-

B
-

and ccﬁtinuingreducation. Cotlectively, these research projects have géné%ated

thdgsan&s 5f data files. If either-NSE.ar NIE were tokarchiveiall the data
. . - . F . i

.‘

4
-

.

v
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division “for the sole purpose of documentxag and archiving ;these data
projects.: . . ; A

It is important to emphééize ‘that not all data aré’equaliy vaiﬁaﬁié;

. in secondary analys1s. To Qﬁtermlne which data are most véiﬁéoié; all data

bases generated from projects, §tﬁ&iés, and awards shouid be evaluated using

speclflc criteri These prellmlnary évaluatlons will ;ﬁdlcate whether a

N

be devoted to archiving it. We have developed a specific, set of Indicators

[N
-

wﬁio§>c3ﬁ help to ascertain if the time and* effort required to érchive a

s
particular data set is a wise investment: An excellent method of determinlng
: ] o : &
the value of an investment is to consider it% 'pay off" value. :The "bay off"
: ‘. '\—_ - ewm ¢ - -

in this casg, refers to how importantiyfthé study and its rgsults contribyte

- .

to science .and publﬁc pelicy. ',‘ ‘ ) . -
: . i "t ’ " - . . . ’ -
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B. DESCRIPTION OF EVALUATION CRITERIA

: Bata archiving costs relatively little in contrast to the expenses in-

- ~

e

: curred in initial data collection and analysts activities; Nevertheless, - . -

-

R ' considerable time and effort are expended to develop and disseminate a data
file; To’ determine whether4p’da€a.set sheuld be archived these expenditures

are compared with' the potential,value or "yieid" of the file to researchers.

° v \ -

",  Indicators of "yield" are typically subjective, but can be measured.
7.

In this section, we present and ‘describe evaluation criteria used to

CAa

help ﬁéaéure;?iéld; Ap evaluation form has been designed to help project-
. xéfficérs identify ﬁigh-yield data sets for archiving. The criteria listed
‘ofi this form are not hard and fast rules, but rather guidelines to dssist

project ‘officers in'ﬁaking decisions about what to archive. The for - itself

- appears as Figure 1. & more detailed description of the criteria follows

< Fisure 1

of data. Each criterion is rated cn a scale,with aflow-score of "1n andia:

high score of 75." Although thé'scaie is not weighted, a score of "1" on

on other.criteriai ?his is because faulty data creates serious problems
Ke]
in secondary analysis and is a poor basis for public policy research. Y

o

total sccre of 20-25 indicates that the data set is definitely worth archiving, ‘i

)

15-19 points indiﬁété that the data is possibly worth arehiving.r Data Sets . /
scoring less than 15 points should not be archived. < ?

To use the evaluation criteria and form correctay,‘it is important to ‘h K
understand fully the issues reiated to each criterien. In additicr, these - ‘

77777777 \

criteria should not be considered fuily independent mgasures. ﬁéﬁ@fﬁiiy;
' ~
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~ ' FIGURE 1

EVALUATIOR FORM - FOR ARCHIVING DECISIONS
. ’ ‘ - . ‘ o~ - . - .

CRITIERIA FOR DATA YIELD .

- Guideline:

lowsst
Scope of Data _ 1
Guideline:, If a data set has a nationa; )
probability sample the full five points should
be assigned. One point should be assigned
to studies employing convenience samples of
3 narrow scope, such as individual cities,

'school d:strzct;, or’ families.

Study'Deéigﬁ ' - 1

term iongitudinal sample, the full five points

should be assigned. A1l cross-sectional (one-
time) studies should receive a score of one. :

' . 4 - - . G : _
Topical Area . '

Gﬁidéilﬁé‘iiif a data set is of broad sub-

stantive focus and will be potentially

usef@l in solving either scientific or policy
questions, a full five points should -be
dssigned. A score of one should be assigned
to studies of very narrow topical interest.

Massachusetts from 1971 to 1978 would be

considered of low topical interest and

would be assigned a score of one. ‘Inter= 7
mediate scores should be assigned to the ¢
degree chat a_data set can be used to .
answer current fééééféh and bbli?? questions.

Public Interest ’ _ A A

If there have been unsolicited
requests for a givkn datz set by universities,
policy makers, or scientists and informal

& score of one should be assigned to studies

in which ro requests have been made and no
interest has been sbown when publiic interest

- has been assessed.’ .

. -

L4

- . J

%

¢
e |
2

. highest

2 3 4 5

g

~&
2 3 5 5
i:
5
2 3 4 5
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CRITERIA FOR DATA YIELD .

5. ﬁﬁéiiﬁﬁ'ﬁf bData
# L
Guideline: Data evaluators must bé iery
cautious when. judging this criterion.
If data qua;ity_is 1ow,,this eriterion
will override other criteria and cause ..

the data set to be rejected for archiving S

1

purposes. A score of one means that the data

set .can not be considered for secondary

analysis purposes, regardless of its oﬁher .-

A score of .five should be 288 igned to. studies
which’ employ reiiabslity analyses, consistency

checks; coding checks; and have a good data-

collectidn plan. intermed;ate scores should
be assigned based on the quality of consistency
checks, data formatting, and data architecture.

N .
- . Iid
- T
,,,,,,, . ¢

TGTAh SCORE - . - T . v

The sum of the criteria can be used anaA aggregate

measure, whether data should be archived or not..

The scale ranges from a low score of 5 to a high
score "A‘data set with a cumulative: score

' ranging from 20 to 25 should defznitely be archived.'

A score of 15 to 20 should be the basis for

seriously considering archiving. 4 score of

below 15 should be the. basis for deciding defigiteiy
not to archive.

Note: It should be noted .that if the data setfis'
scored "1" on data quality, it should definitely
not Bé'éféﬁiiéa; fégéfdléés 6f‘its cumulative

S~ -

;S : a

e
.

np
L

#

1<

lowest. "’ highest

i

N
w
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each will be intérrelated i file which appears to have high da ta—yield
. potential - N ]
.- . ' 4
1. Scope of Data Set L .
} cope a s

The scope -of the data Fet is typically the first evaluation criteria con-

' sideredﬁy It refers to the research population on-which the sample is ‘based.

. a ‘ 7
Besearch populations ean inelude 2} ?ichigan State University freshman, : )

L4

aii urban riots whieh occurred between 1968 and 1972 in the Hnited States,
a .
all court &ééffsions for jﬁﬁénile delinquents in the State of Washington,;,

lation of Czechoslovkia: The‘ecope is the largest
\ . &_ ) . . .
: oﬁ‘fﬁstvtduais to whiéh statistical inferences can be drawn from the sample. °

or . the adult pop;

,gcobe.is not neesuréﬁ in tePms oOf size, but rather, in tefms of rep- i‘ )
riésén;atiﬁnéss.‘ A sample of 1 500 respondents representative of the nation's
empioyed mothens would be- ranked high oh scope, while a sample of 10,000 .o
respnnden;s from the city of Moose Jaw, Saskatchewan; fould be rated low
on §éb§é.: | - 7

Data sets having a ﬁi&ééééﬁé: are Bfién very Giiﬁiﬁié for archiving

purposes. Examples of such data sets are census tract prbjects, natidnal

-

'

of science and technology.. Because,these studies are based on national pop-

niations and not on smaller units, broad statistieal inferences can be made. ‘
_For instance, a narrow scoge project, such as a study of women tn the Signal
Corpsof the U.S. Army in Europe, has a very low scope n§§ing. Statistical
generalizations can not be extended Béfaﬁe?iﬁis limited gfbﬁﬁ;j Iﬁféaﬁtfﬁstg
a simple of 1,500 respondents representative of the mation's voting population {

would have a high scope rating, becauset;;s reaults could besgeneralized -

to describe al1 adult voters in the Unifed States. - ‘ .

L S | o R 7 {h']’

198
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As the cost of collécting primary data for nationally representative

" studies Eéé,inéreésed* the value of wide~scope samples has also increased. . .

For example, the Department of Labor and the National Institute of Méntal

4 spent over $1 miIIion to conduct their 1977 Quality of Empioyment

SurveY. Fewer and fewer pesearch organizations will be'able to conduct studies -
- r s .

*

problems and needs as costs_continue to increase: N
2. Study Design |
A second criterion of ditg yield is study aésigﬁ; Two types of survey.

- Y A
designs are most 6ften used in social research: cross-sectional and 1ongitudinal
ot e €
cpossesectionalestudies,are‘aesigned to look at phenOmena from ore point [3

?

in time. For example, Title I compensatory education services may be asSESsed

during 1980 cr the marital happiness of dual career coupies may have been

aggésgéa in a 1973 study. . In icngitudinalestudies, phennmena are continualiy

s

. or periodically observed pver a length of time. For example, the Census

Bureau might Aook at general trends in fe?tility rates from 1966 to 1975

e

or the Bu‘eau of Labor Statistics mighp'look at labor force participation

‘Pates for females from 1966 to 1979 Longitudinal studies which use the.
) S . - S .
"same respondents and measure the same variables over a period of time are

. called panel studies. For .nstance, the National Opinion Research Center

. ﬁiéﬁt have assessed the same respondents' political attitudes in 1960, 1964,
77777 — . . d ~ :

1968, and 1972. I - .
Longitudinil designs involving panéis or repeated observations on 6£ﬁéﬁ

ﬁﬁéﬁ&ﬁeﬁé are 9&1&%516 because they coliect data for the anaiysis of change.

The 1977 Quality of Employment Survey which examined workers' perEéptions of 1labor

standards, probléms, job satisfaction, job stress, and the meaning of work,
re-interviewed a pand]l of:respondents who had also been interviewed in 1973:

P s . . },. ' ) . . v .

LAl
\
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The oanéi survey was particularly ;mportant becaus% it allowed researchers
> ' ‘ i
to view social indicators GVér time. ' . ) r. ;

-

Like large schle studies;-longitudinal studies— es pecially those involving

panels, are expensive, few can be undertaken without government support.

Because of their abiiity to measure social change and the expenses asSociated

;with their conduct, studies’ employing a longitudinal design should be seriously

'VJ

meonsidered for release. to the public.

ﬁlthough cross-sectioﬁal studiesiare less .powerful than the longitudinal

studies in assessing ehange, well=executed- cross-sectional -studies may- also

be worth archiving, especially when they concern new phenomena and trends.

For example, the 1977 Quality of Employment Survey also contained a cross- #

: section of new respondents nhose responses nere compared with those of

the|gﬁnel. The cross-sectional portion of the study investigated many new -

. -

.

topics, éﬁbngﬁthem; employment of the respondent's spouse and the impact

of both spouses' Wor‘kins on family life. Given ‘the changes in ——
sex roles, the émergence of the dual career family, and qémenié increased

: labor participation, "the c"oss-sectional survey contains data rich in potential‘

°

for seeondary analysis; Another example of a valuable cross-sectional study

is the Safe School Study sponsored by the National Institute of Education.
This study provides national estimates on an issue that had not previously
been examined in depth the extent of violence in our nation's schools:

3. iopiéaiuiiéa ) o, o i ' .
o S L e s . -
_ 'Studies with a wide scope, and longitudinal design are not always of
- o ) ° ) ~ ._ e 6 7 } . - ’
' value to secondary analysts. An impértant additional consideration in

archiving is the topical;or substantive areas a study covers.

-
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’ . .
. . While the criteriamof scale and survey design lend themselves to
- o . e ”~
objectivity éﬁd quantification; agsessing ﬁﬁét might be;of interest to .

secondary ‘analysts entails making jﬁdQEEénté that ate éenernllv more ,;'

subjective. In the field of sociolbgy, in the *1940s, rural sociology

near the top of spééieity areas. Studies of fertilizer dlssemination

%

aﬁd hag;-é'csfﬁ ‘eorpelations i‘asclnated sociologists and statisticians of the '
- M H .:,,,A.,. P o - s .- . . R D

ﬁéiiéa. But in the urban America of the ié'?()s, rural sb’c’ibia’gv' 1s not 'a

popular specialty area. Had machine-readable data on new corn hybrids of

?the '40s been saved, they Et have litle relevance for today's predominately

,,,,,, . [ -,
urban Society. : : . ¢

Efforts designed to collect data to solve major social problems or'answer‘

important scientific or pollcy questlons should be reviewed in light of their °

ﬁ. Public Interest . ’ . ' N f

Like the topical area criterion, public interest in specific data files
may be difficult to gauge. Clearly, a data file for which there is public
demand, Sﬁcﬁ as Eéﬁsﬁs data,: should be seriously considered ror archiving,

even if it receives low ratings on other criteria. One: obvious indicator

of public interest 1§ frEQEéﬁt; nnsolicitéd requests ' for ééta.' 1f éﬁ
7 . 3
agency receives many requests for compensatory education, school finance,

: ?r schiool violence data, the potential ydeld is high .

One way to gauge public interest is to formally or'lnfoimiili survey
researcher’ or universit‘social science data ceriters which disseminate data.

; ~ | ' __;??

L g
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A more formal approach would be to publici;e the potential availabiiity of

f
*

- * a data fiie\in prbfessional journais and request inquiries from interested

v o -

) parties. In -adddtion, a number of prcrfessiona:‘x organizat:tons of daj:a users ;,; i
} . h
tion of iﬁterést. Appendix B 1ists a number of these organizations and- persons :

w

to <ontact. e

3;7 Quality of bata . e

Bata quality refers to the care taken to collect, code, and format data

Highnquality data 1is conSisten%:with survey dESisn, correctly coded. _ , {

e

N

 and pgeperiy formatted. The consistency of actuail data with the s,rvey design

is a particularlw important consiﬁeration. In a panel study designed to

observe chaages in gender' r'oles ovér timeaminimizing such factor's as loss : ,%7

of respondents ‘would increase the %onsistency of and confidence in. the data

<

f ‘ If.60% of.the originai responéents were not re-interviewed, the survey 's

representativeness would be lost. Coding and formatting outcomes are also
X %

L

raise serious doubts a‘bout the quality of t\he stody. Although a study- couio be lopg~ -
itudinal, of wide scope and great topicai significance, and 1n public deﬁand,
its data yield potential could be undermined due to. coding mistagsg made °

during the data coiiection .process: Ip such a case; the data would be com paratively
. ;.7 ) L . . S _.é . . .
ﬁniﬁb’o’rtant for s-ec:ondary anajtysis beéaiise of théir limited réliabilit;;v.

It is, of couréé,‘difficult to maké’judgéments of data quality prior

B to data coiiection; One method of assessing data quaiity prior,.o data coilection 7

' is to assessiire data collect%on contractor’s experience, -In cases where
’ " .

experience is unknown or 1imited, it is important to emphasize the fmportance

Y
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C. ARCHIVED DATA SETS: CONTENTS AND LEVELS OF SUPPORT

'éaﬁsuﬁetiah {th data-yield scores, project officers can maﬁg decisions

- . ; _
N ~

of ‘data docﬁméﬁtetioii and quality controls to potential data collectioh con- .

-.tractors. In some cases;;low—quality deta results from féctors'ﬁé?ond the -

é&ﬁéébi of the data contractor. In the paﬂel stady given as an example earlier,
s q o 7~777 .‘

high unemploymeno, divorce rates, or other external events, might have caused

gttrition of respondents. > . - . [ )
- . . F

6. ASummarg;ef Daté:Yield Criteria . : .

) ‘ ) i
The most important criteria for evaluating data sets are the scope of

‘data collectiog, survey design, topical significance, public 1nterest and

" data qﬁality. The evaluation sheet which has been pr?vided gives the Project

being considered for arehiving; Any of the eriterion can be weightedt with the
 J

.

The decision to archive a single d ’af s et or collection of data sets

.
.

demands that a second decision be made: - how mnch effort to devote to
archiving. The work involved in archiving a‘data file or a collection of
files may range’from the creation of simpte dcimentation to a more complex
iiﬁaértiiané; consisting of reformatting data files and writing completely

‘new ‘documénts to describe the archive. To present.a full pictire, we will

-

[y

discuss the components needed to create the best datd archive possible, describe

'the alternatives and options available witain each component and provide

»

the ration; for Eﬁooéiié éééﬁ Eiféfﬁ&fi@é. Using this iﬁfﬁfﬁifioﬁ in l -t

e

érb'i':iiit s’iié tﬁi_é 6f ﬁfi:h.ii?é»tb be created éi'id the components to be iﬁbbl’?bi‘étéd

-

| s o
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. ) .7: o . i > o - .

- . , The highest level of archiving support would contain all the components
_described below. The lowest would entall releasing the data as they are
‘Tecelved from the data collection contractor and providing copies of any

" documentation available in the contractor's reports:

e _ _ - - - - = - - - - - 0 \ 77777777777 _
major tasks involved in data archiving: structuring the files and ‘developing,
VD— ‘. F,’ ’. - B V o _ ;;‘;,, ,7,°,.l N ; j_ﬁ.‘.
the accompanying docums tation. Each of these two areas are discussed in e

. the next §ééf;ion;; ‘ / e

ap

o
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1. File Structure S , L

Y

7 The preparation of data’files for archiving and releas 8€ to the public
B 3 @ . -~ .
focuses on two major concerns: @ - . . ; )
’ _ I S ’ . _ 7 o
a. Ease of Use -
- b:: Flexibility - SR |
& e L R
' There are two primary strategies for dedling with these congerns: -
©. .Organization/structure a IR (S
d. Qgtéﬁdéﬁdiiééi&ﬁiiééé&iﬁi - - ; .
g a. Concern:'Ease of Use . . - o : o
v o . L s . - . R LI, ¢ Q

Data files must be prepared ih a manner that expedites their use by
an analyst ifivolved in 566653&?5 r6§ééréﬁ; During Eﬁé iﬁiEial data collection
and anglysis phases; the data files were prepared to fuifiii the specific : @

'needs of the research project Iheee needs_aiso dictated the deeisions made

.
~

o

on file éréaqs?ation-or coding. Nonetheless;, the files--regardless of how

they wete organized or coded--had to be analyzed to" fulfill the terms of

the cehtract waever, becondary analysts will be working under a signifieantiy e

different set oq'constraints, usuaily to gnswer a significantiy different - v

.

- Fééeércﬁ question. If the data files ane-difficuit’tp aceess gr analyze,
- . ‘B .

these analysts may have to redisgn or table their research.

b. Concern: Flexibility 7 L y - e

The data archive contractor faces an additional issue, that is, how

to maxinize data's utility for further analytic purposes. ‘This issue becomes

- espéeially important when modifications ‘or reeodes\to the data are piéﬁﬁéd . - . {;

'

as part of the archiving process. The case of recoding of missing veiﬁeﬁz

.

helps illustrate the implications_pf‘the'issue Uf flexibility.»a
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‘In NIE's Safe School Study data, missing vlue codes could have one ~ -,

of six dif?erent values, depending on the reason the data were miséing. $ T

*

One value indicated "donif Rnow,r another indicated "re£usa1 to: answer the

i —  — — g — = —— 2t

o question;” . and still another indicated a "legitimabﬁ skip:" (The respondent
* éﬁoﬁidgnot have answered the queation and was routed aroind, it in the.sﬁ?vey.)

- Other values indicated other problems in the data collection.. The existence

of tﬁ?ée six missing values caused difficulties when early versions of the : PR

et
. Statistical Package for the Sooial Sciences (SPSS) were osed' since these

-

versions only allowed three independent missing values.c,?ach time an S?SS

t

) analySis run was made, the six missing value codes for each variable had

to be recoded into three atﬁmost From most analysts' viewpoint the file B '
would be easier to use if only one or; at most, three misayﬁg valués existed

for each vaﬁ1581é;' Unfortunately, some analysis might not have Béenzﬁassiaié
¥

unless the six missing value codes were differentiated° therefore, ir these

:variables were recoded on the archive files, a potential analysis opportunity

may have been foreclosed.®. ) _ - Co

| . ; L&
c. Strategy: Gféaﬁiiitionlétfocture o -

4

In any large—scale)Sata collection project, .decisions about structnrxng and

b 4

tierging data files'are baggd on the specific research issues to be zddressed by €

7 the analysis Consequently, each data file is organized in a mannex consistent

- with those needs. For example, & classroom observation study in which an

observer completed a data sheet for each ten-minute time period withxn a school
k] N .Aa t
day could be organized in two" alternattve structures: in the: first the studeﬂt

- .

is the unit “of analysis' in the second the activity is the uni' of analysis

e
e
i . -

¥ SPSS versions 7.0 and above allow a range of missing valuea to be used ﬁaking
this particular point moot. At the time the Safe School Study was condnoted
it ' was a very real issue. - oz ' : e e

)
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L o SR T o
In the first structure alternative nsing the student as. the basic <
D

‘unit of anaiysis, one long record would be created for each student observed

-

w
and ali'of the studeﬁt 5 activities would ‘be contained in a separate varq%ﬁie ' K;

ﬁssnmxng that there were 25 ten-minute periods in the school day and thar

X

the observers garked an activity code for each period, the record would contain e

Zo variables (a student identifier and 25 gs}iod variables) In the second

3 .

alternative structure, an activity would be the ba§ic unit of analysis.

\

Each ten—minute period for each stndent would be reco"ded as a separate
record in the file‘having three variables (the'student idengifier, a B

L (,, - .
code for the period recorded and an activity code) ﬁithongh thes first
A ‘ . o v

structure is considerably mdre compaég Ki;e., it occupies less computer '

space), the second is more suitabie to;answer snch questions as, 'What

, ’ - \

*is the most popular activity?";.or_"bn the.average,,how many ten-minute:
3 T o o ] - Co o o _
periods are spent reading’“, o _ - : Te ) Lo
: . - i ] T ¥ :
Strucburing longitudinal data poses a srmiiar probiem. Should the ‘ot

ints one larger record? » e -
‘ The final structure—reiated issue tofbe addressed deals with thd? )
i 5§§é5Eaﬁéé of daté at dliferent levels" of anaiysis on the same data ; ;

5iguﬁgpt,. In.a rectangular file, each observation or record on the

Y

FYR

file is at the same level or aralysis and . contains data on the same . ~

'

v

o'

questions, A rectanguiar file can be envisioned as a piece of graph

= 'iaﬁér on which each~horizontal line represents ‘an observatiOﬁ and each

- -

coluinn xepresents a different question. When the data is vinved it is & -

s
?

recténgnlar;in shape; Although difigrent data items may not appear on some:
‘Tines because no response was given! potentially9 each line conild contain
data for each columm: | o ,

' O » . . D ‘

‘ T . :;.‘:’ S : 73 A : : V_ s Ct '
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S I T
in hierarchical files, each observation or record is not necessarily

-

g R g — - s
at the same level "of analysis nor dyes it necessariiy represent xdentical

data icems. ' In addition, each record § length can be differeng' depending
: s

b

on the data it might contain.~' : ' s

. " The National Crime Survey iﬁé§5 data 'sets distributed by the ési

-

-

Enforcement Assistance Administration is a prime example o£-hierarchica1 file

i N ° : Y o
organlzation., In f%e NCS data- file,. records .are located at four different

levels of observation;H i}

_ - ? - S S
e Community records contain information about the.community in which
the survey was takén., . % ‘ :
o Household records contain’ information about the household being
Ainterviewed. : B C '
) , S % L
IndiVidual records reference personal questions pertaining to each
indiv dua1 within a household . . :

.®- Inciddnt records provide detailed information on each crime tﬂﬁ;

1. : occurred. _ : .
‘S

-

different information; The file is organized so that community records are

'l

followed by record the first househoid in éﬁe community, then. records

of the first individual w1thin the first household and, finally, the first

individual's incident recors§ The record for the second . indlvidual in the’

first household in the first community appears next; foiloqed by the second
'S

-

first household are completed, records begin for the second household. When = &

1
oﬁ'Eaﬁé. - 7 I . .

. A file in which each data record contains the same type of information:24

) '§ .

archical file. Since each data record, contains the same type of informétion;

this is simply a rectangular file in a particular sort sequence.

L e ot ) . -

. - . Y

R R - : . 2& o b
* - N .o - —_ - >
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* For archiving purposes;-the major consideration is, How can the files

¢ }
manner which preserves maximum flexibility for the secondary

~~be organized in a
analyst? We will address the related issues in turn,

Hierarchical versus Rectangular Structure: Hidrarchical and rectangular. -

file structuring each have merits, In chposing one or the other, ‘tradeoffs

*  are necessarily made. For data collected at varying levels, a hierarchical
format is thé‘pbst compact and flexible for data storage and anaiysis. For

instance, tﬁé solutions 6f analytic problems requiginy the use of district-‘

and individual-level data are fdcilitated through a hierarchical data structure.

The rectangular format however, is simpler and easier for an anaiyst not

.

invoived in an originai study to use and understand: In addition, the ﬁcst
pcpular statistical analysis package is the Statistical Package for the Social
Sciences (SPSS), which can process only rectangular files. ‘To analyze a

7 hiéﬁaﬁcﬁical data set with SPSS, a programmer would have to write a special
program to manipulate any hierarchical data within the file. The &eieicpmeﬁi-

c ,5f'snch a»brcébam ﬁculd'be ccstly and timézccnsuming The OSIRIS stat‘stical

3 package, also widely used is similarily unable to handle hierarchical files

directly:. The Statistical Analysis System (Sks), whose availabiility is

much more limited, ean handle hierarchical files but only in a rather obscure

manner. The SAS manual does riot address the issue of hierarchical—files

L2

,65 givé good examples of its use with such files: The alternatives associated

with this compcnent are listed below, from the highest.level of effort and -

‘

usefulness to the lowest:

: §

- e Stricture the files hierarchically; develop and provide .

programs which would allow analyst to maniphiate the

data using popular statistical programs:

¢ Structure the file rectangularly

i’ - P - - - Tc
Do not restructurg; use the files as f‘éééi\?éd from the -
contractor..

/

f{ ' '_~ . . : - ;;é; N . o
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ﬁégg;gg of ?iies. Frequently, data éoiiééteé on the same level of

analysis but through different instrument or techniques are originaily or-' .,

ganized as separate files. Within many 1arge projects, multiple files contain

‘the same level of data; For example, dlstrictnlevel data may have been collected .
o - B L\ . 7 :

_ with three:instruments. It is necesserv to decide whether these separate files i

] . \./ ’ vrﬁ
should be merged into one as’ part of thg archiving process. The gnsver to <

this question iscbased on analysis of two.factors. ea f ﬁérgiﬂg and m

biguity of documentation. o~ 7 ' o .f '

I3

;ese of meréing refers to the 1evel or diffieulty an analyst would en- ‘

counter in attempting to merge data Sets. For examplé, an: initial analysis

- of school district-level data from a nationai survey ipdicated that a consistent

district coding scheme was used for ali four files. It was aﬁsumed thet merging

) these files would be a relatively aimple task. However, the student identification

numbers in the student data riles vere ehanged from year to yea.r to reflect R
changes in famiiy structure or to identify students who }eft the aohool diqgrict

and later returned. Therefore; it was actuaiiy quite difficult to merge
the fiiéé. - ) 7

research question. For this reason,; we recommend that mergee be done by
secondary analysts working with the archived files, if linkage varisbles
‘are clear Sﬁavﬁéiéiﬁg.ﬁroéécﬁree straightforﬁarﬁ. *in‘geses where file mérgéﬁg
'is complicated by complex linkage variables or similar problems, we recommend

[

that merging be performed as part of the archiving process. ' s

The second factor in deciding ﬁhetﬁér to merge files is ambiguity of

docﬁmentetioﬁ; Certain data collection instruments contain the iayouts

for the resultant data records as part of the instruments:themselves. Thus,

e

[l
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an analyst reviewing the data collection instrument can obtain the location

‘of each variable within the data file diréEtiya If the file were merged

with others, the location information within the survey form would no longer

reflect'éetﬁél dété-recerds. Utilization of the data set would then require -

location within the file. Other instruments;;however; include n& tocatibnal —
infermatien and, coneequently; péséibiy confusing factors do not exist.

In either éasé;‘;h analyst would have to use an intermediate codebook to f
discover an IDS iten's location within the data fite: °

File Structure: Level. Level of analysis is a structuring issue which

-

can’ usually be easily resolved. Decisions about’ level of analysis have only
liﬁitea.iﬁﬁért&née in the archiving proceds; since it is quite easy to trans-, -
form data records strnctured at one level to another lééél; ‘For example, 5
in the classroom observation example discussed above, if the.student was. )
chosen as the unit éf:éﬁéiiéié;;é very simpte MPgram could be uritten to
transfcpm'the fiié into an activity-level file: The program could be written

in the familiar and readily usable SPSS format to further ease this problem.

Since no fiexibility is lost’ with either ehoiee files may, in,most cases, g

N ,-

be archived at the same level of anaiysis as they are received.

&+

d: Streteg? ' Standardization/Recoding

Standa dization and ding are undertaken to’ resolve problems ereated

by dissimilar, treatment of missin vaiues, the use of alphabetie codes; in-
édnéiétént coding ‘of 1inkage variables; the use of similar questions in different

instrum ents, and eodes for responses to open-ended questions.

e

<« In many studies, data is coillected by different contractors, each attempting

to undertake independent_substudies. Often, one result of this "joint effort®
o N .

8 . P
N : [4

.l



. -~ .

. is that 7o consistent coding seﬁemé is ﬁsej_te prepare the collected data

i ﬁééﬁiﬁe-reé&éﬁié form. Consequently, differing missing value codes may S

. appear in each of the study's data sets.
This, hewever, is not the enly problem related to standardizeéien and

| reqpding: other potential problems, intentional and unintentional, can arise.

» the use of alphabetic codes (the letters "a" through "z") as
- .\ L L ; I i _ I
- data values is an all too common and often problematic pradtice.- In addition,

linkage variables, such as state codes; are coded inconsistently. Another -

concern in standardization is with-simtlar questions dSked in ai?rérent ways -
: £

in different §555e§§; Although the original eoding scheme does not formally

account for these similarities, they ¢an be 1ncorporated 1n the ood ng scheme

‘N

used in archiving “Finally, data bases often include items which were coded

from open-endedlﬁﬁestions. It is necessary to decide whether to coiiapse

1

some of the 1nfrequently used ‘codes or to delete certain data items completely.
ﬁé ﬁill di§éﬁ§§ ééeh;bf thééé five t?ﬁéé ef reeedingréét1v1t1e§ in thé ﬁéit

o ' O3 R B o ' :

few pages. R - _ / ) . .

Missing Values. ° Missgpg values are alsc rarely suandardized access

files. This is especially true if the files werg prepared by different con-

tractors: We propose a;generai approach to;missing values: to institute

3 § o £
a consistent set of missing values threughbu@ archive files. 1In ediiiien; .
f‘ Ty B oo .&7v . - - - T - - - . - — - )
we féébﬁﬁéﬁd'thg éféétibﬁ 5f 5 set of identical missing values for use with

all variabies within the fﬁ@es of an &réﬁiVé project. a

This approach is not ﬁuite\as simple as it first appears. It suggests”

~ many alternatives, each of whiehﬁpresents its own problem. The initial in-

ciination is to use some negative range of values to represent missing values
N e
say, for example, -1, -2, -3;‘-4;“‘This presents a-problem when a-variabie's

value can lega ily be nesative, for 1nstance, in certain test scores or, monetary

o r}

[

- t R 25 o ‘;’, L.
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amounts. One might choose a different set of vaiuészzvéry-iargé or very‘
This choice presents a bbcbiéﬁ for variables whose values otherwise occupy

-

only 1 column: the file size is significantly increased. Another alternative .
o ' ¥ Co
is to use all "$'s" in each data field as the missing value or create a =eqtence

of mostly "9's" for multipie Ei§§iﬁ§ values. -Of course, this approach presents

the problem of having different sets of missing values, depending on the

L\vﬁiéth of the data field. For example, single-column data fields might have

ér£i§§i5§7§éiﬁégcfwﬁ§;ﬁmti6'ééiﬁﬁﬁ,féiiéﬁiéé;,“gégﬁ e-¢. Obviously, this -
approach ﬁcuid also cause problems-if "9" were a legal value for a Siﬁéié-‘ o
coluin data field. o - | |

Given the choices and iimitations of each glternatlve, the best 1n1t1a1 app:oach.
to coding missing values is using a negative number .range, since negative

values are not légal for ﬁcst data items In no case is a blaqk to -be used R

éé é‘ﬁiEEiﬁéhiéiﬁé; Its use can 1ead to ambiguity in analysis because many

when zcrc$i§ a legal value. To make final aétcpminations; it is necessary
. /. oL _ '.,, 7 . B : o o ,,',,- o
to review the missing value coding schemes in use within the data sets and
the legal values for each of the questions within the data files.
: . 'S

Use of Alphabetic Values. A troublesome but Gommon practice in survey -

_ research i3 to use alphabetic values ("a" through "z") as responses to questions.

F&éﬁﬁﬁ;aﬁﬁ@a@ﬁﬁa&snvaﬁfamﬁé.iaﬁﬁa?umg ,
= S =
two columns for this data item, the values "1-9", "f“; "B" are used. "A"

.'

- represents an answer of "10" and "B—" "1, n This technique is gemerally

used to save keypuﬁching time, and it«does reduce keypunching costs slightly.

@

However, it impacts most analysis activities adversely, since most statistical

‘

packages cqnnot handleralphabetic responses easily. -

LY
. -
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Files which contain alphabetic codes should be recoded so that all legal
data values in the data fiiéé ﬁiii'Bé*hhmeric.” The one possible exception

to this nonalphabetio rule may be state identifioatic1 codes whieh use the

| f 5. . —
"iﬁu;xmaMu memmmmﬂtwuwu%

of a larger substudy may collect similar data using dissimilar questions

and methods. Une posjibiiity for facilitating the analysis or these data )

as a group 1s to create a common coding scheﬁe for the responses to si 1ar

questions. He belieVe that this possibility offers no direct advantage and

§re§eﬁt§ a number of serious disadvantages; In most cases, " these similar . ;

items were collected as parts of different data colleetion efforts and, therei
fore, they are not absolutely equal. Establishing common eoding could obscure

their important differences and even convince an analyst that they are, in

—_—

faet identical precisely because an identieal coding scheme appears in the

files; eur recommendation for treating Siﬁilér‘dété items 1s to defer recoding

to the analyst. ' .

’ Bolléﬁiiﬁgg;ffffz It is nos usually. advisable to collapse or omit a

few eodes, espeeially those post-ooded for open-ended data items Collapsing

. data values permanently obscures some of the file differences in responses.

to forecast what analyses might be conducted wifh the data in the fﬁtﬁre. ;

. It is possible that Uhat seems inconsequential now will become important
to' someons 1in the future. The only instance in which we would advise collapsing
£

oodes is when the- data shows a difference that is ineonsequential or fiot truly

representative.




unless the inclnsibn of data items woaid mislead and confuse an analystrcr
actually reflect incorrect or unreliable data, thé items should be placed

in the Erchi?é;.' ‘We prefer that the analyst make these decisibns; (s)he is
in a far Séttéf'_ﬁéé;itiéh to détéﬁiﬁé"ij_f:ﬁé data,item is valuable and relevant
to a particular analysis: L - \ |

2. ARCHIVE DOCUMENTATION

as

Developing documentation is the second major task in data archiving.

The documentation that uill accompany the archive data files is critica1° )

’ X

the level and quality of documentation gill have a greater influence on the

Pl

£

that the documentation developed is complete, accurate, and easy to use;

Archive dccumentation differs substantially frcm the dccumentation usually
&
prepared to-accompany data files. Since future users of the data archive

Will not have the luxury of direct contact uith the originai data;collectors

8
ol
[« Y]
mi
ct|
o

analysts, the aréﬁive dccumentaticn is their only source cf infcrmaticn.

be asked about the data in the :fi'%tﬁffé; - ; cw

Preparing documentation which meets tnese recsireﬁeats demands a ‘variety
of skills not cbviousiy associatéd with data archiving, such as an'interzf |
disciplinary team combiningothe technical skills of - programmers aﬁa data

analysts with pnoressional writers, editors, and graphic designers. Archive

:'dccumcntatiéﬁ must not only be inciugive and accurate- it must be well written,'

. easy to read and comprehend, and contain visual elements ﬁhich help 1ts readers

" to focus on what is ﬁcst'iﬁpcrtant. Dccuments‘develcped with these goals ,

-

K
’
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_in mind are not only more attractivessmost people find them more inviting
to use. - , . - .

In the majority of data collection and analysis projedts, aats’gaaaﬁéﬁfaiiaﬁ

ot

~ is usually accorded a rather low ﬁrior\;% éemerally; daté dccumentation

. 1s not a project idéii?éraﬁie;i When\it is, no standards exist or-are sub- .
- - 1 ‘

sequently established for. its acceptabil*; In most -cases, this'documentation
consists of a record layoit shawing where each data field appears on the-
: data %&%ég in other &&5&5;?6515 a copy of the data collection instrumeng
i with column numbe;s is provided %Pformation on collection methodologies, "

coding tcchniques, and missing value treatment are usualiy not reported.‘
’ tnalysts who require this type  of informat on sometimes attempt to piece

it together by looking at the data tape or trying to contact someone who

)

has worked with the data. The drawbacks of this limited type of documentaticn

are evident in tﬁe following example. The Bureau of babor Statistics cequested
that a tfpe containing information on local grea unemplcyment statisties
be revieﬁéd. It was accompanied by a one-page Edocument“ uhich was supposed
‘to ensble researehers to use the tape. (See’ Figure 3.5 The most interesting ‘
aspect cf this dccument is that.it is presented as user-level documentation
for a data file, although ' | T
(-] the record fbrmat 1ndicated 1s incomplete.

o it is not clear whether the_ state code is an elphabetic or

. -+ numeric code. o
: : xj‘.

2

o the data fields in columns 36 through 152 do not indicate what N
the measure is, Are these values percentages? Is there an
implied decimal point in tﬁééé numbers? j
. . - { -
- . Users would have had ‘to 1ook at a printout of the tape to try to answer
: : / oS
these questions. Al too often, this t?pe of documcntation ia considered
. / .
adequate by 1ts. disseminators. i ' i
o .

(. F _
N . . o - -
. « . o ; : t
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consideration that an archive user needs to understand the study as a whole

. as we 11 as be féﬁiiiér with the components of the whole. ﬁocumentation .

- shouid‘aiso focus in on the components of the study. The first of these -fj

descriptions adapts a general perspective toward documentation and the ‘ 5
second type of description utilizes a more sgecific perspective %awara . o

ive‘"progect—level documentation’" and the more specific dodumentation :

.
[

-t "file—level documentation.”
~ The next section first presents a figure showing the relationship between
the two levels of. documentation and séconaii, briefly describes the levels. More .

. R .~ . °

~ detail is given in Volumes III and IV of the Archiving Methodology; entitled

"project-Level Documentation Standard” and "File-Level Documentatior Standard,"

respectively. Here, we will discuss the aspects of documentation of - most
7~ concern tb project officers: - , : {
B S . B
~ _ ] : , .




RELATIONSHIP BETWEEN PROJECT-LEVEL 4D FILE*LEVEL DOCUMENTATION

oA

T o . ,,,,,,,;,,,,,,,,,,,,,,,: v
Project-Level Documentation . Fle-level Documentation

PROJECT ¥
ORI L\ | smsmny | »
DOCUMENT H J.;sscammn — S | —_—

l/_ ; , CODEBOGR | © T

e [ R

't

.
* & single project 18 lkely to encompass Tt than one substudy and ti such cases; a-separate description
is developed for each gubstudy, If there is only oné substudy, 1. e., one. deatgn, then there 18 no need-
for a project overview document. o
» ' !

: ; i v
kk Substudies usually generate more than one file and each separate. Hle should be documented 1f its dats
are judged vorthy of archiving. S 2

L]




>
The progec,,léVel document has ‘three major secticﬁs. ﬁrbject 6vérviéw,
. ' ] : { N

5ubstudy descr ptibnstyand appendices. ’

>

-

[¢) The project overv1ew summarlzes the most impurtant facts about the

~

o e Sﬁsstuayraéssgisiiaég,iﬁeiuaé séétiaﬁs on substudy purposes; 5

in each substndy.

L d

o s include a’ cross-reference guide, bibliography. and other
. ‘  naterials related to the overall project and its substudies.

.
~

Project Overview: The first section of the project-level document is an

.

overview of ‘the important facts of the study and is designed to give the reader
a thorough grasp of its substance and evolition. These fact§ are organized
thematically: . E COR

o Abstr?ct
.0 Background - historical perspective and sigﬁifi};ﬁﬁcé, issues addressed
resulting in the undertaking of the study

o Research topics investigated ~

N -

The intent of the p'r'o'je'ct 6i"rérviéw 1s to convey clearly and imedisteij
the important elements of the study, how these elements were conceived, and
. ~ N
‘how they articulate with each other: Thus; the overview mot aﬁiy ﬁéséf:iﬁés
- the study's historical and thebretical background and the tbpics it investigated

'hﬁt also clarifies the overall coherence of these elements, i. €., how they .

- 1ogicaiiy flowed together to fo%ﬁ the study.
The length of the preject overviey varies with tﬁééééﬁiiéiit§ and scope
of the study. ‘It is recommended that aéé‘éi‘ip’ti’dﬁéib’f complex studies requiring -
a lengthy overview empléy subtitles for organization and emphasis. (See example

below.) b




- . - . - . . & | ~
' \; - . ’ - o "V/ ’ Lo 'r .

Subétudimﬁeéciiﬁtiﬁﬁs;; After the project as a whole Eég_ﬁééﬁ'aé§&§iﬁéa; a
Briéf 6Ve§;iew of thé relatiomship bétﬁéén the substudies cbnyrising the prbjgct

.is presented. The goai of 'this section is to "inform the reader of how these

substudies cotie together within the archive. Before this goai can be achi%ved

' the ‘archivist must first organize the project into éﬁbétﬁdiﬁg. " Each substudy-
is then detailed. Its description consists of the following components:

o title,
o background ‘and pHrpose,
o study design, )

*

o sample, T

o statistical analysis, - : _ oo ;{5
o major findings, f- o .

o file aéééfﬁaaag; | .

fﬁe file description is a key section in the substudy description. It

of the type, scope, and scale of data in each fiie.- Each file description;
tells about ' /
o the,type of data in the file, alerting the reader to unexpected'

data and highlighting important or unusual contents (e.g.; "This/,

file is the only known source of nationally-weighted data on

wiokénce in schools broken down by location within schooi"),‘

° LN
o the 'dété‘cblleCtibn instrument used to create ‘the file; B .
_ i ; )

) thetn\\~//»of data items per subject, f o V

o the number of subjects: . . / 5
. ; , | ‘

- Appendices. A Kkey feature of the appendices is the Crésé-ﬁéféiénéé

Guide. This guide’ or index enables a resea.cher‘to identify information <

collected through a number of different activities; A researcher interested

in analyzing reading instruction practicea for inatance, ‘could utilize

aata files théy are 16C§tédaA ' o , -

R&k;“ 7 ; o o - . 53?1_ S -' -”i :
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Because of the large number of data items wb1ch make up a study, the creatlon

of this gﬁidé is both Cbﬁﬁlé%{éﬁd tiﬁé:toﬁﬁﬁﬁiﬁg..“lt ¢an be é??tbéthéd in two ways.

The simpler approach is to develop a Rey Word in Context (KWIC) 1ist which indexes
. ' N .

each word within each question. (See Figure 4.) Although this is the most
inexpensive method of creating an index, its utility is limited. The terminology
vtilized in each set of data ﬁéi différ' certain conceptual ideas mé§ not be

© -

- - "
is more complex and also more Vaiuabie; in a conceptu31 index, key conceptnal

ideas Eirﬁih the study are identified and then used ro index each data iteﬁ;
(See Figure 5.) =~ | ; ; - . .
. . < . 7
Also included in the appendices are bibiiographies for the overall project and

studies; reports; and other ma?%riais relevant to the study g

File-Level Documentation. Documénts comprising the file-level documentation

S . E
prqvide detailed descriptions of each data file contained.in the archive. These
S v )

{e-1evel volumes are iﬁdi%idﬁé% documents pertaining to each data fiié.‘<fﬁéy

nsist of two parts: a narrative description of the file and a computer-generated

codebook. ;’/< : |

;o : 7

The narrative file’descriptions contain information on the goal of the
. '

specific data file, the unit of observation, and the data's scope and scale: -
The codebooks ‘describe each data field; its location, missing vaiues; and coding

"schemie, and provide éﬁecifié Eafég on the field: For ﬁigh-yigid data sét, we

codebooks: Many researchers have indicated that it is frustrating to attempt to -

read "fifth-generation Xerox" codebook coﬁieé. By creating codebooks as computer

files and including them as part of the archive tapes, each researcher is able

]
. ) B B o
to oBtain aoéyany first-generation coples of codebooks as required. In addition, . .
: i a . B ~ -
secause ‘the codebook may Be processed bv cdﬁvuter. 8 reseaycher can u=e a comnutar |
RISt e codenmok sy B, g T "

C A
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» - Key*Words and Phrases . . _ - N K&%JJJ’ s (s ,u«.,ic--——:“- j LL -y - 0o e 7;
Community change, rational center 517 Deaf Ee,mvun stydents 189 : croe Economics, lelemon toure 5 é
Community council, information 395 | . .Dgal residentia! program 634 __ : Ecuador, human rights' 1075 - o E 4
Community development $45 7592 . - .: Deaf, teletypewriter system. M8 - - . feuador indian immunization 277 - -5
. Com unity development, inner city 7184 - Dea! therapust Gaining 217 - cL Ecuador, unwersity 7750 S e
_) Community development, famaica 2/5 - - Deaf, viswal 2larm sysiem 1487 = - Education adulD) 474 S 4
Community development, self-help 272 R Iilmquency (juvenile] 1587 : Edvcation ladulD Brazd 298 e ’
* Comimiunity development, youth 319 -~ - Delinquency, prevention 249 701 813 1550 Education hdulﬂmen 519 T :
- Community education, ecology 28/ oSl e 1562 1571 - ‘Education (aduld seminar 42 "~ :
~ Community furd, CA 32 R '. .. -+ - Delinquent yooth; 1el‘ﬁbﬂtﬁﬂon 141 2]6 .975 Education {alternate) adolescents. 1135 T
- Community fund, CT 129 . - - Delinguem yooth, school 55, .Education (bilinpual) Chicancs 837 - - -
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bnmwlyfmd MA 399 .. . : Delinquents Guvenile) cou -; £docation (commanity) 56 L
" Community fond, MI 608.- - . Delinquents uvenile) custody 25 9 - . .- -Hdvcation (eomnumuﬁade inaining 565 .
-, Community fund, MN 74 - ;Demgmphr,ﬁosnﬂa rna - .. . Educaton ) association 555 . Cc -
S !?un“g- gvﬂ 7'-;% - auilizries, private brmxe 457 #2 . Educaron lcommunity) center 476 . - .

'Dengzje_rg;m! s L <+ Education {community ;cﬁurzsiii:

¢ . - *. . Education {commenity) faclity $34___»- . o,
. Y 760 B1F . .-z . Education {community) inter '576 :
Enblcarg,quaﬁgtfz 453 458 .. sl 20 .- Education (oomifmuni ty)p;:hlrecruhon 5’56
~-Dental care, school children 7449 . o .t - Education (oo

N } ¥ ity) workshop 527 5527
3 Y sefvices, resource center 569 570 ~_ Deotal facility, Americzn ndiars 71? ) ) black clergy 373 . ...
G)anutef equipment, coliege- 1557 : < Dental heatthy-stare” study 437 - e n {continuing) economics § - ’
Computer literacy, college 7300 :: pracie Ll Eduman (oomummg) heakh care pemel
Computer purchase; school 326 _-- school, “2+ 7 " Edocation {continuing) wdy 737 -

uter sy Student - Educagion learly) master’s degree J 7235

Eiiuauon (expenennaD Ausnﬁa 437

m}-ﬁmmf iy Mﬂm 7 . Edocavian (public) Gitizen comeities R85 - =
- Costa Kica, dm@P]!C bulletia 1703 .. Education (public) Gity board 1527 o
Co?ti Rica, graduate sociology- 1094~

-~ ™. <" Education {public) collective bergaining. 1225
-~ Education (secondary) poor students 239
Lo {speciall 8122 = = - ___ .
Edum-onbpead):fsmrbedmm:’ﬂ i
n 531 th, Crisis interv - . Edocation (special) drug addics 250 - ..

Crafts, prisongr rehabilitation 279 uth, schoo! R - . Edocation (special) learning dsabled 1455 . .
Crime, consulling agénc 372- . Dstt i C ;" Educational administration, blacks [263 o
Cmge. rape victims 40 : . . . Edidcationy! awards, writing 523 B
- Crime, street safety 1568 " Educational center 755¢
&d committee; citizens 1419 P

gmm: e A oo & .+ Educational cooncdl, pof: !ysn 1073
< Crimina justice; city agencies 83_ - i - ana
; . . Eduaational fund 1482 <

Costa Rica, rural youth 442 ..
Coun (superior) child care 1.97
* Crafs, center 1436 ¢ ...

. " e

1y

.27 Cramina! justice, community. 1480
" - Crmnal justice, legalaid 774 ~ - ~

: Criminal justice, parole system 1057
- Criminal justice, public mformanon 1494
- Ciminal justice, reform 879

- Criminal justice, state systern_ 74’7
- Cultural arts, center 1484 -

ultural Exchange; hpan HIS
- Cultural institote 368 -
*Cultural relations, Eurbpe 3!11 -
Ci.ilnilil?iibrks‘hop youth ]75 ..

ic development, county 7513 - -
. . Economic development, . Palistan 1744 - - -
,‘ﬁm”" policy, Chile 7080

Dance compa ny 1095 1096 - 1734 - llli
Dance company (Hupamcskmgncm) 13720
- Oance company; studio 38__ :

Dmmm.sdnoil 1138 Ricans 17 B Emmﬁxi,m;chdm 072 -
. o i ; Emp-qygg (drug addicted) 395 -
: bra (stat ed) a}o &22 825 Emom.mv ‘: Ametican qu;fs s " : 79704@2! ) EBB’%: 554
‘-~ care (state spomore . merican Indians t, discrimination
o ed 146 630 .. . omics, college curmiculum 444 ?50 . . . Employment, handicapped <47 .
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m&?ﬁmjj"g; L t.cdlegelibn Dz
., Economics; credit wnion #6383 - ';;:' ien fy-
; Economics, deferred giving 363 . . B Eiﬁowment, university fund 662 -
- mﬁm %599 T Efnev;y o L“I'Q’ rf”ﬂ 849 653’
- Economics, education countit 295 .o Energy companies; coal gasification
LERCTA *Economics, fatiilly counseling 564 © 7, :: Entrgy companies, mining operations 853 .
'Deﬂ clnical sudiometes 79 ' Economics, family resources 950 - . ““." Energy companies, ing 841+ - -
: 'Deal.coumermxalﬂ%vﬂ : Economicy, imurance sector 2304 . -* .. Eneigy conservat

Deaf, counseling center J0¥ ..
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health serviéés 13232 - B

Indians; see Indian health : *

matemity and infant care projects; 10.557, 13.234

mental health, children’s services, 13.259

mentally retarded children, 13.232

sudden infant death syimiaiiié; 132292

training health personnel, 13 233

see also Child health; Chlld welfare .
MCH; 13.232 LA
Mcintre-Stennis Act, 10202
Measles ) L

nibella control 13 224 13:268

3ee also Cummﬁmc:ble discazes
Meat and [:-Bhnry b)

inspection; 10.026, 10.027, 59.017

marketing agrecments, 10,155

unfair business practice, 10. 800

3¢t also Livestock industry

Meat and poultry inspection state programs, 10.026

r

Medicaid, 13.714 ' 5
Medical education L
allied health prof&inb?}.ﬁf .003 o

biomedical research, 13375

cancer; see Medical research

‘clinical rescarch centers, 13.333
* linical training, 64.003
Ceptistry, See. Dcmil eduﬁﬁoﬁ .

e

facilities construction; see Health facilities construction

fimily medxcme trlmmg, 13 379

;ene.-al med:cal scrences specxal pro)ecti. 133830
Biomedical Research, 64:001

biomedical research support 3mnu. 13.337

health professions, capitation grants, 13.339, 13.386
heatth professions, improvement grants, 13.339

health professions, student loans, 13342 -

minority schoohs; biomedical support, 13.375
national research service awards, 13.262 .
new school assistance, 13.384

e

. nursing, see Numsing

optometry, 13.339, 13:342; 13:378; 13.381; 13.383

L 3

.

Medical education and training, 13.632 . 7
H;dma! fac:lmcs, sre Healih Tatilities constracoon; l::ibomones

@

\
blomedncal communications. research grants, 13.351 X
biomedical information, 13.3389
library sesources grants, 13348 -

medical library science; rescarch; 13.351

publications support grants, 13.349
regional medical librazies, 13.350

— o e "

special scientific project grants, 13352 -

Medical research .

osteopathy; 13:339; 13,342, 13.378; 13.381 13.383; 13.384, ams

podiatry, 13.339, 13.342, 12,378, 13.381, 13.383
fecriiitment of dissdvantaged students, 13:380

student ¢ axisunce, Je¢ Health manpower
v:wnm hospiuls health mming. 63 OTJS T

pharmacy, 13.339, 13.342, 13.378, 13.38), 13.383 |

)

aging, 13.636, 13.866

Ellergic 2nd immanoiogic dizexses; 13855 )
Appalachian 202 health demonstration, 33.004 .
arthritis, bone and skin diseases, 13845 i
bactertal and fungal diseases, 13. 856

blo!ogacal mﬁmﬁﬁﬁn lsandlmg reszarch; 13.877

La

bxomeq;ca! cngmecqn;, 715866
biomedical science, 64.001

blood discases and resources, 13.83%
cancer, 13.394, 13.395

cancer biology, 12.396

cancer cause and prevention rescarch, §3.393

cancer centers support, 13.397 : S
cancer control, 13.399 s
catarace, 13 869

cellular 2nd molecular basis of disease, 13.863

chemical information handling research, 13.877

child hiealth, 13865

clinical and physiclogical sciences, 13.861

clinical centers, 13.333 v

communicable diseases; 327 Commumcablg diseases Ot
communicative disorders, 13,851 -

corneal diseases, 13.868 .

dentistry, Sez Dental rescarch

diabetes, enﬁocrmology and meubohsm. 13.837

e

cnumnmcnul hiealth sciences cemm 13.872

environm 2ntal mutagenesis and reproductive roxicology, 13. 873
environmental pathogenesis, 13.876 | .
environmental pliarmacology and toxicology; 13.875

etiology of environmental ¢ and diprders, 13.874

fundamental ncurosciences, 13852 .

genetics, 13:8€2

glaucoma, 13.870 _

heant and vascular diseases, 13.837
hematology, 13.850 -

kidney-discases; 13.849 -

laboratory animals, see Labotatory ﬁ'zimli

libraries; poblications soppart, 13.349 -

Tibrary science; 13.351
1ing diseases, 13.838 -
mental | héil!h xee Mcnul he;dxh research

phumncdogptoxncology. 13 859

populstion research; 13:864

‘retinal and choroidal diseaseés, 13. 867

sensory-motor disorders, 13.871

special research resources; 13.371%

stroke, nervous system trauma, 13. 853
Veterans Administration (VA), 64.001

3e¢ also Allied health professions; Biological and medical sciences

Q.
s

Medical resources, shared, 64.018 : .
Medical schools, see Mcdical education

Medical services; delivery, see Health services
Medicare, 13.800, 13.801 . .

¢

Medicine _ R

family; 13:379 . . ¥
veterans, 64.012 )

1198
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text editor to reformat the codebook file into a Bpecification file for a

particular statistical system, such as SPSS. Thus, machine-readable codebooks
facilitate the use of the archived data files through standard statistical

énaiiéis systems.
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Deciding which data sets to archives and what level of archiving effort

'a data set merits are not easy tagks: T ;ﬁa;s due to the fact ‘that the creation
y. of bources. Moreover .the types of
;,,S»

ted at the eariiest stages of arﬁhive

of an archive demands input from a vari
users of a data archive must be anticip
development. their needs, interests; and professional expertise; The best .
environment in which to make archive decisions is one which represents the
multitude of disciplines that converge in the entire daga archiving process

from its development to ut*iization. ; . 4

v,

A commxttee is the most natural mode. in which to obtain the needed input

for these decisi s. Fbugigossible strategies for creating a ﬁata Archiving
Advisory Committee (DAAC) are presented below: _ " o B

- o

1. Stdndinggln-ﬂouse Committee . : ‘ iiﬁ

The §E£ﬁ&}ﬁ§ iﬁ—ﬁoﬁse Data ﬂféﬁiving Advisory Gammittee is a pormanent

advisoryfpanel within a federal agency which makes archiving.decisions; This :._$ 

panel establishes general policies for data archiving, reviews all awards for
‘data collection; and makes initialland iinai judgements ésouf.ﬁﬁetﬁef the data
is worth archiving. The advantage ofa permanent DAAC within the agency is that
it assures ‘continuity in experience. A second advantage is that the same 'people
‘who decide that a given datf flf ‘18 worth "l”“*’”” aiéé névé'tﬁé authority to

oversee

:o pubiic.; S ;;. ;

An in-honse DAAC aiéo ﬁas disadvan*ages.' Siﬁce,a relatively swall number of

-

federal agencies currentiy archive their data and more archiving is done by

2=geemic and private agencies, inhouse committees may be currentlv unequipaed to

make archiving dgcisions. A second related disadvantage is that an inhouse S
¥ : B
DAAC may not assure sufficient inpqt fromw researchers who will actnally bs the = o

iusers of the‘data. A final disadvantage is other demands cn staff time may :

preclude full participatiqg, especially in ag 'cies that are understaffed.




A second type of inhouse advisory panel would one convened for a specific

-2

archive or topical area and draw its members on the basis of- their spécific

expertise For example,rin the case of the National Science Foundation inhouse
representatlves of each division would review all projects within specified topical
areas.. for.éxanﬁle, inhouse staff concerned with domestic environmental‘poiicy'ﬁ
would review all contracté awarded in thet area to determine which are appropriatei'
for archiving; _Ail»projécts related to Stratosphéric conditions would be reviewed

be established and later disbanded according to the allocation of research dollars.
N Lo

The advantage of this model is that it will assure. expertise will in decision
making But what is gained from the expertise of the temporary committees may

be somewhat diminished as a resclt of the 1ack of continuity between committeesr

B -

In addltion, subJect area pecialist may not necessarily be versed in the terhnical

—aspects of ardhiving, such as- fi}e—asehiEeeeare——déée~§trueturing——and—data————“——~ . |

=documentation : o : v ' o

~

3. Standing Extramural Committee

The third type of panel is a standing committee of outside experts in the

topical area,; data base management and public policy. Consisting of a permanent

c

contigent of archiving experts and: specialists in the snecific research area,

this review board coula both make archiving decisions in a continuous and expert

fashlon. Like

*inhouse standing committee, the standing ertramural committeée

continuity and accumulation of’ experience. sawévéf;

s

has the advantages o

»

1t lacks’ the authority to oversee data collectiqn and the archiving process

and to release data. 1In addition; its access to contractors and projéct officers

s

2

"1s more limited.
~47 44 Hoc Extramural Committee - - / | ’

. \ ] o T ‘ ; . o s

.The last type. of.data archiving advisory committess is the ad hoc extramural.

| :f;gi;l

A




committee, composed of distinguished academics and other data policy experts. -
This type of committee shares advantages and disadvantiges of the inhouse ad hoc
committee. Because it is faﬁéa on the basis of t’ojsicéi expertise, the committee’

is in a good position to determine what is worth archiving Because the coﬁﬁittee ;
< ' :

1s temporary, it ié'cics continﬁity of data archiving ex{:é%ﬁéé and expertise.

'Hbreover, the ad hoc extramural committee does not have the opportunity for access

to project officers that inhouse temporary panei does. Nevertheless, the

[

7 .
Each variant of Data Archiving Advisory Committeq has its own unique

advantages as can be seen in the Rating of their DAAC Variants below (Table 1).

' The standing inhouse DAAC is strongest in continuiti; in accumulated data

'archiving experience, and in continual" contact with project officers. Its 6&&&5&&&85'

: ‘*~—:\ 77777

lie in its possible lack of expertise in data file architecture and topiral expertise.

The ad hoc inhouse DAAC has strength in topic choice and contact with project _

officers but lacks continuity aﬁd thé~§ccuﬁulation of experience: The standing
extramural:DAAC is strongest in both continuity ‘and expertise. ﬁlpossible.:.
weaRenevs 4s that it may lack contact with project officers. The ad hoc
extramural DAAC 15 strongest in ezpertise-and weakest in the area of Eontﬁintiv.

-
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1In addition, ‘the tools necessary to develop archive d%a iiles and machine—

-

readable codebooks and the skiils necessary to describe their effective use are

more likely to be found in an organization specializing in archi"ing than in

. a;research firm whose major_purpose is research and evaluation.‘ In combinationﬁ
r e S T ,
the specialized functions of data collection/analysis contractors and archive .
- . ) ) K ) T ) )
, contractors .encourage the uptimal Vse of the resources needed to create an
s : - , L : e ' _n
archive data set. ) o 5 SR >
From the project officer's viewpoint; a variety of actions are necessary :
L o . ' : ) £ 0 , .
to perform the archive a?tivities ofgétage Three' . , T ’
A. Data Collectiqn and Analysis Contract ﬁodifications, - : v;“fg
) - . S
B. Archive earffaéf; .
C. Review of Archive Deliverables. - o - o .
'“§% S ' o . ’ B "t
[T . B
A. DATA COEEEGTION AND ANALYSIS CONTRACT MODIFICATIONS _' o .

To insure that collected study data can be archived in the fﬁtﬁre by'thé

v

the "ouide for Data Collection Contractors " Volume 11 of this Archivina Methodologv

;T%,

J———

L i

This gu1de presents four versions of a eross-Reference T ]
i Information Form" (CRIF) and recommends the contractor. use CRIF to identify L - ﬂéi
) ke;y i'fojrmation about the project and its data to th_e ‘a_r'chivis’t. The collect'on T
&6&{?5&5‘&5&6&3 also specify the format of the final datd files dccording to = o %j

.

:procedures outlined in the "Data Transfer Guide" presented eisewherﬂ in this. i

work requirqnents imposed on the aaaffaefaf in archiving- are few; In most -

>

s
e

cises, .tss contractor sidiply turns over information and data that is normally
produced during tﬁe analysis activities. .- -

e -\ -
- - i -~

— R

B: ARCHIVE CONTRACT - , ; 5 ‘ U

The contract for data archiving should be awarded at the same time the

R I3
2l .

N -:)




8 ’ - | o : .,,,,.', ;,,,,. ,,j;‘/,,;,, S ,,},;,,,III' ' -
T1f: STAGE THREE: CREATING THE DATA ARCHIVE
. - N ) . 77' R § - * .

DI

K ’ ' C e . _ ,,,,4"[-;,,,, .
" In seagé‘rea;‘ three deCisions arehmade: 1) whether to archive' 2) 5hat
. : o ] - = - "
to archive; 3) how'much effort to devote to archiving the data le' d In-

-

Stage Three, the most importanﬁlgecision to be made is, Who will actually create

‘the archive? . . A f‘:

Voo
e . -

For many reasons, data archiving is best performed by an organization separate

. * P

'from the organization which initially collected and analyzed the data. Research

¥

vdata are,usuaily collected and analyzed for a specific reason, within a limited
%

budget. Therefore, the data collection and analysis activities focus on epecific

.

research is;ues being addressed as ﬁart of the stnay. The documentation créatéd7
v

' by the analysis contraqtors refiects this’orientatron and is, in generai 1imited

Lo R 4 . o _
to- the information needad to completé the work required by contract. In addition,

of the first areas from which funds are diverted, since £t 15 usualiy considered
a sec'o'nd’ary ;p’i'ﬁdi.iict 9f 'thé p’r’o'je'ct ;? |
R whiié;ﬁany'réséafchers éffifn-thé value.of good data abcunéntafibﬁ,'ghé'taéﬁ
ofiwriting Elear usér,documentation is iéssrinteresting tofthém than éaéa éoiiectién
and analysis; 6ften; writinggdocumentation eccurs'at the close of a prqject.
 when most researchers iré;réaéy'te start~é.ﬁeﬁ‘préject. Under these pbﬁditiens,
& -t ' S T

the quaiity of the d0cumentation is 1ikeiy to Suffer.

.The mix of skills needed to develop accurate, easy-to-use archive products

P s v
' is quite different from those usually represented on ‘& research team. Writers,

-

documentation. ﬁithcugh a bagkground in sociai science research is essential
- for writers of documentation, such writers must be able to create backgrOUﬂd

descripcions of projects which are sufficiently clear to- infbrm an_ audience ‘

iwhich knows iittie or nothing about the project. In this case, the writer

-ib employing a different set of skills than the original social sciénce

research and analysis.teamvused,v‘ .

< ’ ’ A; ’A, ‘;l-ﬁ
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collection and aﬁaiisés contract is aaafaéa;'of-éhaftiy thereafter. it is
' : !

: inadvisable to award the archiving contract after a proaect has been completed.

Initiating archiving activities when the project begins aiiows direct

_interaction between the archivists and research staff. 4&nearly start insures

. ',

N
certain advantages* the information about, thé data is still fresh in the

tcgether in,one-piace;: ,q
 :The archive contract will descriﬁé the ievei of effort that will be devoted
to archiving. This "levél of effort" refers to ‘the projec s wide range of

-alternative activities that can be incorporated into the archiving process

C. REVIEW OF ARCHIVE DELIVERABLES: '

In Summary, before the archiving contract can be issued, the following

questions,must he answered. ‘

.

"o 1level of fi ile restrutturing - Wiii ﬁierarchical fiies be rectangularized’

Will common levels of data be merged into a single file? ;

o Type of data recoding - Will a consistent set of missing vaiuée he uséd

wused for various iuestions? : _

one of these be written?; Will an index o "fta items be created’

_ . _ _ G- - e e _ B _
* Two kinds of general preliminary checking procedures are ép’prop’riate for

ali archived data:’ data ‘checks and. Hocumentation checks After the data tapes

-

.and appropriate documentation have been- delivered .to the agency, all data files

1. Tape Review for'nii-ﬁata ’ ‘ \.5_ e

.

should be subaect to preliminary review. i s

-

The tape review entails an initial reading of the tapes to check the




o correct Pile and reé6rg2§6ﬁﬁtéf 7
o sample Eéaafa'aﬁéegg;' B

All contréctqrs should provide a printout of the first ten records with the tapé\
and aacuméﬁtétibe. )

| It is also recommended that freguency &igiributiané Be run en;seiected

variables within the data files. The selection of variables may be random

(1)

or in accordance with some other rationale. Each variable chosen should be
revieved ‘for appropriate range: For example; in the case of the variable;
"religious preference at ége 16," legitimate vaiuéé may range from 100 to '

800. A value of 81 or 1200 would therefore be considered "out of range. " This

Variables with put-ﬁf—range values cast;dbubt on thé constriction of the

variable or the respondent's understanding of the question: ; i

2. Checking the Documentation / , o
- ] / i} . N 7 7 ‘e s
Documentation checks depend on the level of support given the data fjle.

Preliminary documentatiocn checks ate appropriate for all data files.

"3." Preliminary Documentation Checks

P

The project officer should make sure that the archivist has supplied a,

‘réCGra ié§gﬁt (codebook) which shows where each data field is located on the
data tape, a cepy of data collection instraments, and a description of how the

data files relate to the study:

fhe archivist aiii;pravias pr.. t-level éﬁéﬁﬁéﬁtgﬁiaﬂfiﬁéiﬁéiﬁg substudy

/‘\

ﬁraérammer s guides All of these dbcuments should accompany the data fﬁpqg

; I
The first'step in reviewing data documentation is to refer to the project-

level documentatlon. 'This document describes the entire study, in;iuding major

research auestions, historicai backgronnd and i idual substudies;.as well _
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