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o , P T D R S U N S SR
-instructions for-the’organizatiOn'and*format of each section;' anortunately;'

few studles readily ilend’ themselves to the archiv1ngf rocess . and can be” "

'ﬂl the gap between a'general’treatment of methodology in proposals Wri ten

El

easlly descr1bed by follow1ng the 1nstruction§ contained'ferein. 'Studies;"

.as uitimateiy implemented often devxate consxderabiy frOm 7 eir ofiéiﬁi}' T _7/

proposals and researchers do not aiways provide adequate update

" j" ﬂ .

of the changes made Factors critlcally*affecting the'daﬁh, such
. P b

in sampling plans and modlficatlons to 1nstruments, often are not des"ibed

| aceounts

'vchaﬁéeslf

(9

1n study reports.‘ The archiv1st is’ given the awesome task of fiiling in

manths before the commencement of the study and a final report of findings

ﬁwareness of thls'problem should alert the archivist to question the data

) \

1

Larchiving process.“ some,studies involve

d1rect data collectlonw others re flyze data collected for previous

.

A

studies. Changes in'implementation and d1fferences in data sources both

,.‘g . .}\ »_ X L Q X

suggest a fiexible approach ‘to writing file—ievel documents.v' )
Archivists using this sﬁghdard are urged to\%trive to incorporate all

components proposed in the standard that are applicable to the data a9d ‘

avaiiabie to them and to deviate from the standard 0nly when the methodologicai ‘éf

cmgtext ‘of the data dictates a departure Finally, so as not to follow

"$? ‘the error of. some researchers who fail to report their departures from study
— .

o factors; the archivist should note that the standard has been amended to’ ,/;

5
(-

conform to the nature of an individual study and its files. . i‘l'; _ 2//'-' p.,;“g»

1



" HE FILE-LEVEL DOCUMENTATION STANDARD

- o

LR H'.‘v
File-level documentation refers to the description of the contents'.gg,-L-f Yy

- of a szngle %?ta file or a group of 1dent1cally structured files., In most‘

collect1on '
files were created using the same instrument oq form,

y one'filealevel document is produced If one document refers to several

o

P . o

S The f11e-leve1 document consists of three sections.“v

4

E . File Background = information. pertaining to the origln; purpose,fTI
- and colleotion methodology of the data, ,
e I \ . .,‘, :
LN [ ggdepook - descrigtions of each specifIc data item contained in - y
N the file, . : : | ' e
: ‘. /7 B 3 . - 7 N : 3 - - . ; ‘, “‘ .
° Supplemental Information T additional information about the file,-‘i S
including extegded coding instructions, recodes, detailed scale S
and new variable calculations and copies of or;ginal project documents.
G = - ;
3 A - : SRR b
- 4 . ) 7 . $ -
™) ~ 'S . B |
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# ) o s
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*When? . - o oo cest T
 How.Often? =~ & .. ~ o '

. L !
aﬁpling and Target Population
e : i = A . & -
L v a Hniverse IS
R N Target population . , o
PR c. Obtalned population T ‘ : o .

@

iz;d bata Collection Method
3. Bata Godingi L _ . ,
- 4., Data Editing and Gleaningﬁ - L
B i ,,0 X P A - o p ‘ ) E R

;F.fData Quality

G;,Problems and Anomalies o = S

R . ! o S A : -

. H. Access" v

N Location:_ ) o ’ . o : ‘ T
Format . S T i o

‘Special Handling S -

-File Organization-, o '

. Contact = . o g

C ! /' H

In/this section, each component of the file background is presented .

-l

\mu:-w wr\ix_u

1n two/ways.v The first describes the component' the second provides an
1 j - . . /
example‘of each component's use: The daécriptxons and their accompanying




. e L : Lo 'e’ ; - B
- - . } B S P : S — -
. . ' . - : L b i ’ . . L 4 h
7 S . i oy ,' . ’ ' . ‘ .
’/examples show the depth of 1nformation ecommended not the. complete set : N
‘ B
of possible altennatives. The examples, thére?ore; should not be seen as v.q;f/. :
rigorous S Hodels ¢ o: exactly oW things—mﬁst_be expressed. c’ﬁ )
» . N a‘ Jr
These descriptions focus on documentation of flles containing data\_,. "‘;
- collected for the fIrst tIme, specIfically for the study. beIng archived.é 7
Many studies do not entail data collectlon, but rather utilizeidata collected f
. for other studies For ‘such "secondary analytic“ studies, the standard
: : 5 . - U ¥
g o_wi__ oL ~ A L
must be émended somewhat The modIfIcations'requIred aﬁggdescribed»on'page.; g
. . T . . i o SR 5 v e ‘ ‘;.)_f e fa
ABSTRACT T o R I AU Lt
. The abstract briefly describes a data flie.,'if'aiééaéééé the §gg§§§§;"‘ -
of the data in the fllé anid’ the types of infor-mation'the i’-ecords‘in the
"filé.éontain The abstract also relates information about : the project 1n .
which the data were collected‘ Hsually ranglng between 75 to 156 words ,f
, in lerigth, the abstract Wlll help readers determine the file s applicability -
. é&ggar analysis activities. e o _
EXAMPLE: ABSTRACT o e e
"Q‘iv ' The Administrative Office Criminal Ter”inations : "‘3"'x“ £ r,i_‘" ]
: ;;f~file contains information on each-crim nal o A
» ' case ‘before the Federal Court System whith. was T e g e
closedidgringiafgiven fE?ca%,Y?§?:l,T??,§ata N S S
B containéd in the-file include information : -~ = = . S
o on the offense,. disposition,: sentence, court,. ;;_.;“;Jg T
. -and judge. These. data are generated as part of ' - ' |
the normal court reporting ‘system. . Case docket R .
. sheets-used to complete forms JS-2 and JS=3 - - . PR ¢
E??P?§9§t§9952,ﬁﬁé9h were used to create the )ﬂ e ,;d' oL
. ‘terminations records contained on thisifile R TR
'The data are. collectedfcontingously, anda '_;-;} N
-complete file - is generated yearly. A yearly ; 7_,';_x,{§a,..,ﬁ
_file consist$ of 33 data items and about*60,000 W
”records.,j"r », 7 e T T T N
. : . i i | ;. ) s o ‘:} At :,N e . _":__“
o 'f‘;. : - . . ‘§ .
B P ﬂ W b _ ;
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This. component descrlbes the subJects or units-on whom the data,ﬁeré"

collected or, 1n othe9 words, who or what was - observed in data collection
" and reported i the, data set These research units can, include .

o individual:  data pertaining to-a single Individual such ‘as a i’ B

== I IR TTe T T

5 v ’ student or. defendant' S i .
o o state: data pertaining-to,a particular state; i
fan\i "o ﬁisiéfcii' data pertaining to thef' striet ’

&\x In hierarchically-organized or."mixed" data files, data?onnmultiﬁlevv : i'fl»ﬁ*f
. i . o

un1ts of - observatlon sometimes exist w1th1n the same file For éiamﬁle; f:{ ‘fﬁfgﬂ_

4‘~.

records referring to indIVIduals w1th1n a'state While records for the

- |

1nd1v1dual and the state usually differ 1n both length and content, they o 'é ‘

7 R

appear w1th1n the same file When such a: mixed flle is documented the _
/-'-;

unit- %f observation for each record type and the relationships between record

types are described. o B o
i N A
- B : S e
; EXAMPLE: DNIT O OBSERVATION ) T
The 1nstructi9nal unitffthat is; a class or i; B
a subset of the ciass serves as the unit of ‘g : o
bservatlon in the Regular Program Description o

ile .- - i o

EXAMPEE' HﬁfT‘6?~GBSERViTzon.(2§ R

The National Crime Survey §§§§)7§ileiconsists L
- of three datd-types, each contained in its = =
“own..record type. Household -records contain
/ nformation referring to hot sehold data,

'such as number- of  occupants) etc. Individual

N it i e

‘records contain data referr ng to the person

: interV1ewed Incident reco ds contain information- f

i . S 1

- deseribing each incident the indiyidualfeggerienced‘
. The file is organized with a household recopd. :
. first and then an‘individual record followed

by .a varying number of 1ncident records. for that

_};fgj-"lggiv1dua1 T L ,7f(lﬁiff%;;iij
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e scALES . I

. y . B SO -
—————————scale—pe;ers—%e—%he—s&ze—e?—th—datz———Infbﬁﬁé%£6n—re£eﬁéntf 1jl': —

s . R

to scale are

-

ﬁdﬁﬁéiloflcases, that 1s, the ;ftuél"umber of réééﬁds'.Q'leiﬁ_ 9
on the file; - - - 5 :f’ Do T : o

: oy . R 0,.
* ,Q =

of. data fields each -record contains. 53 S B

N - . .

Iir the fIle IS organized h*erarchlcally (1 e., contalns data of dlfferlng

- : i' . ,/

s

‘record types), the number of records and the number of flelds will beashown";?

'b§'fééofd type;

: extent of resources necessary t° Erocess-the flle. ',“"

. ifl;ff;ff A AT S 2 L
" EXAMPLE: SCALE S jooo

The fIle consxsts of 33 data Items and the

[ Y e T G —

following number of respondents per year. 5 ff,;.lgéf

1973- 59,266 . .. - ¢
1975= 56,815 ¥ .
,19?62f59,512 -.3,;_\ .

v

TIME INFbRMATIHN

' seasanal effects can influence the data.

,speclflc tlme gf\EE

t
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- R
PR

Collectldn Ti@i Frame. How 0ften°

'A',

' repeated measures) Attltu

rrespond to the tlme when the data were coiiected Freduenﬁly,

! J 7
_5had been attacked 1n.the previous year.

ﬂcv »

Lone time,may refer to events that occurred

1977 Nationali”rime Survey which . e*.' '

; K - at 'the close Jof a crimxn&i ¢: . Awfihai yeariy

~;tape is created et thexciose‘ each fxscai




- ’ ! - X -

x £ i l" v ' . . 9.
i T i 7"/‘_ ; ) o e o ~
” : o : to- )

sl b in the prev1ous year.' However tﬁe offenses S S :
B represented may have occurred at any tlme 1n the , R R

; eqxa§; 20 years. S A S

~ This component expiaxns the process used to coliect the data o

coﬁtaiﬁed in- the flie.. Aspects of the\collectlon process covered 1n'

v thls sectlon are N ;:; TR CEE e : T L o

o

ﬂ_;_i sample, target, and obtaineérpopuiatxons"ﬂ7

.

o:;fdata coiiectlon method

& . . : : ~} : ,’ : o IR T ‘-A__'j.l

”,:codlng technlques,

-]andr(3) whether the sampie is ad5quate to support her/hls research goals‘
'(obtalned) For instance after readlng the 1nformatlon 1n this sectlon, ﬂrii/;_ﬁi'g
a 'e cher 1nterested 1n a partlcular data set may flnd the sampie tooﬂf}?r,.I ‘

A

Al

,7{11mxted for her/his‘pur S ;*Efi-*;;_ ,';‘} o ;?"

e




e éé' Hnlverse _ _ g
:Specifically, the explanation of the d,t* univ .
':ship and size ] the universe, and the reasons-
for.anaiy 1Hniverses couid Be - _ _ff;i -

S } "'f_’f-a11 15'-year-old males iniithe éﬁate. of‘ New YorR,

1:.fb;fi Tarset Eppuiations

-fi;{lworking women earning over-$20 006,

"frnfltaffcriminai cases ciosed In fiscai YEaP 197”

-~ﬁi cpeople conv1cted of murder in California 1n 1977

For sampled data files, target popuiations are discussed. The dichSSion 'f

'i-];sampie characteristics The description of sampling goals details theifactors .

"ff'contributing to” the decisicn tc use some type of sample. These factors

?3; ;lnclude v ’ ' P .

?[' ,'QVS vnec§n§micifﬁfThei§amgie7ﬁas_lim1tedfhgf§§0?§§§jects,’since the budget”ulv g
e dId not permit the study to coiiect ‘more, datz,_>;v..s_“ T

'13;i_jf9ractical-- "The study chose subjects from the Boston area for

%”ngzﬁz:u_g”fdllow-up, since the researcher's offices are in Boston.. "’ }“'Ej e

faand the _reasons for its choice.__ :ﬁvw;{;z~

i;statisticai - "The study design required the sampie to ba reprn-‘_f:n

sentative in terms of raée, age, and sex: oo oo R AT - S
. v

| "Therefore, this section incIudes the size of the sample, its characteristlcs,ffa

‘e kS
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¥
:flit;;@Types of samples.include* "_ ;-hf ' flf' ‘;fi "
| ?iﬂ probability sampling ‘“L L '. .. B
li.b:proportionate stratified.sample:" , ‘; B T

R choice .of- stratified f‘actors. i.e.,; race, 1né'c.>'_m_é,_%di§tj{ii§p‘

';g,,disproportionate stratified sample q;u"j,?-ﬂ: «'y 5‘@datf e ;

'_?;” ‘choice of strati?ied ?actors R e

;i:;-cluster samplingci ‘:;l: 4.;,'5 ST ’: ,Qﬁ'iTQ? ri',% 5.::: i
gv:f' °i§} multi-stage sampling or multi-phase sampling (double sampling) L

| i :Samples with vaPY1ng probabilities i,ﬁ: 'ﬁf-'i ‘Ef i-_}f;uf?it

- e area sampling j;“

:3 "replicated sampling
- e 'quota sampllng
if‘;purposive samplingr'

The selected sample lS described detailing, whén applicable, any

P

and special features of the- target population.__:‘“

5‘“ oBtaiﬁéafPapﬁiaiiah

i The descriptlon.of thevcharacteristlcs and sise of the collected data
file contains 1nformation on’ the research units in the final data file 4;
h1ch in some cases, differ substantially from the intended target

,; population.: Substantial differences between the target and obtaiued populatlons '

are described in this section These differences arise from problems k
encountered during data collectlon which eliminated portions of the target o

population from the file or caused a change'in the sampling strategy

/

ThlS section also descrlbes the magnltude oﬂ, and reasons for, nonresponse._-

If the nonresponse rate were high enough to require that the data be adjusted o

#not an exhaustive list -

wr



: EXAMPLE- DATA COLLECTION (1) :

3by district -and by year. The;samgle was chosen'to obtain

Target population' 'a 1% samp ' 3
through a proportionate stratified ample, strat'~i

approximately 2,000 records: ‘Sample cells were defined - fi __—

for each” district for each year. in‘the ‘universe. Cell

I— — .-

. size was calculated@in proportion to the number of cases -

in each district. The actual sample was drawn by randomly

) '*selecting the proper numtier of ‘records from w1thin ‘each - .
- cell, This selection was: done#by dividing the number .

“ L of records in the ceil by the number of records to be

selected in that cell: ‘A random number-was then generated

x;between this quotient ("N") and that many recorids were -

febtained Popuiation‘J 1, 121 cases ‘were obtained from .;'f

skipped at: ‘the beginning of the cell -Each. "nth" record

“ within the: ‘cell was then chosen. ‘Since the order of records
- within’ each cell was sequentially assigned by docket number,‘

ceii contents were: considered randomly ordered

" a.sample of 1,600. Nonresponse ‘was 1imited %o 12 specific

EXAMPLE: DATA eom:EeTon (2) N

. Schiool. - DR o L

* . marget Population: 's_aae' a5 universe.

‘districts and complete cells were obtained*for all other
'districts No analysis ‘has been done to. determine the o

impact of nonresponse - , ' ; U Tt;§t

:ﬁniverse: all 2, 000 students in James Monroe High

’o’béaiﬁéa rsaﬁuiaé‘iaas '1'7514»“ students were interviewed

. Nonresponse rate was. 12 3%, Of the'nonrespondents;
S TR, wére unsuitable for _interview, 6.2% refused,; 2. ug .
were’ away(from home, 1.6% were out at time of’ interview,

i~’and 4% were not interviewed for other reasons

.°‘




fﬂprocedures for improving response rates

2. Data 6ollection Method

The 1ntent of this component is to enable a researcher to rev1ew data

-

collection forms and methods and to understand how they were used in a

LN

proJect; information is also provided on follow-up techniques and other

St

: self-adm__lstered questionnaire; :

.;‘ 7
7:3' 'mailed quesfionnaire,7 ”?v; _;'f;bvbi" L. o ‘f}l‘; SRR
° oral ﬁnterv1ew‘(face-to-face or by;telephone), | C

:i' :observation;' ‘ |

. aaaiaisé;'amé auéaai: R

.

2 Administratlve data, also known as; process-produced data, are generated

. , -

' through the normal_operation of an administrative system In other words;

J.these.datanare~not collected specifically for research purposes but as R

',cdntalnlng 1nformation about 1nd1viduals' salaries and a hospital informatlon"

‘system contalning accountlngkinformatlon about each patient

. not an exhaustive list

part of an ongoing management function Examples are a personnel filev SR

. , ThlS component describes the method of data collection as well as the L

Y

_Jdata collection form. A copy of the form is placed 1n an - appendlx A ,'i;;{"j
E'description of special 1nstructions for the proJect's data collection

staff as well.as-copies of documents containing unusual=intervieweprs.f"'

Ny

instructions are alsc included in an appendix. -

’




- EXAMPLE: BATA COLLECTION METHOD;—

LI S

~ |
The Glassroom Roster was'a form completed by all classroom

“teachers in grades 3 and 4§ in sample schools; The’ Roster.

_.provided an unduplicated count of students participating.
in compensatory education programs. Each teacher listed .
all of the children in terms of sex, ethnicity, reading

partxcipation in compensatory programs*

A

Manualgdatagcodingrls often performed prior to data input Such coding

- commonly occurs when a study employs queétionnaires containlng open-ended
. questions or when 1nstruments 1nelude questions that ask the respondent B
 to choose among several alternatives (e g.~ the offense category in a2 crimInal

.tape) Machine data coding techniques are those techniqu s ‘au tomatically

\c; ; ;A- o ? L ,f RS

blanks to -, etc:

- EXAMPLE:  DATA CODING "F )

Each questionnaire was manually rev1ewed for_open-ended S g '., ~;7'5:.

| "questions and for interviewer notations indilcating problematIc

- guestions or responses (e.g., a person gave more than one
-response to a question calling for, a single response). Each :
'ﬂproblematic question or response. was reviewed; the most T
. reasonable ‘was chosen or the field was coded as "missing L
Open-ended questions; Q3 and Q5, were‘manually coded '“

-;accordIng to a codIng scheme thch appears;in the appende..

L

N. Data Bditing and Clesming . . 7

Data editing and cleaning consistericy checks performed. on data include

Ty

syntactic checks and demantic checks: . . .

-

X




@

Tar

data field and 1nsure thatzeach fleld‘cr

L characterxstics*f A SEX field might be speeified as alphabetical with

E acceptable values of nM,n np " or "blank nt An AGE field might be defined

' asg;umerical with vdlues ranging from "1" through "99 " & nominal var{able
i et o

il:ike RAGE couil:d be defined as numer:tc w:tth vail:des o; '-'1*“"“2*“'-“14.*" "7"ﬁ D

- L | ?

Semanticschecks invéstigate relationships between two or more variables

;

<

and 1nsure that data within a record 1s consistent and reasonable In”a"j
\
v.survey of“elemehtary school students a student with a GRABE ‘of . 1amust have \
. . .-
f an AGE between 4 and 8. In another survey, a respondent's AGE cannot be \\

- l han his or her child's AGE. These semantic specifications could become '\\.
o \\y

"ouite‘exten31ve and’ complex since all poSsible relationships between variables

may be cons1dered For exampie, In an International economic data set,,

- i
a natlon's GNP can b related to. its population, industrialization level
and geographic 1ocation through a series of complex models. - In a eriminal

record system, anentence can be related to the type of crime and the defendant'

past record

F.f The checks performed on the data are described If a complete set
of cleaﬁing specifications were developed for the data, these may appear

in an appendlx to the documentation. ‘The key-part of‘this section is'to

T -

highlight any broad problems uncovered and to detaiy any correct1ve actions ;'

R, . - . ~

thieh may have been taken. . T : -

s 1973, 1974, and 1976 This analysis ;.
d value checks for each data item

9098;s§e979" ange and value check
and a number Sr cons stency checks. The. findzngs are




. \\ . 5 ‘\ | i‘s
- ' - S~ o < e .
. . L. ‘» \\Ei . S :%
Terminations Data Tapes, dfted April, 1978, The major . .

conclusions of the report indicate that the data were, -~~~ i

: for the most part, within expected ranges, although significant -
amounts of data were missing from the SEX-and RACE data- . - = -
. +fields. SV oo . I

F.  DATH QUALTTY o e

This section ] goal is to help a researcher determige the overall accuracy

o

and quality of the data set The value of an otherwise interesting datav-yf

,set can be seveﬁely limited if the original data collector (or archivist ,it‘3}

o ',

in ‘some cases) failed to conduct quality analysis .f-l?:? .

~»,key findings of these analyses are described here There are three types

o of quality analyses. reliability, validity, arid correctness. f;'

f

Reliability analyses are deSigned to lnsure that the responses to particular
. '*@;
questlons ‘or items in the data collection instrument are replicable. -In ’

. other Words, reliability analyses determine if the same quéstion or item

t sl Bl

will produce the same results consistently over time Usually performed i},

. as. the data collection instrument is pretested, these tests are fully described
. . - 7 i i
in,this component or.referenced, if they wére described~in a-published report..

o L L et

- Validity tests determine if a question or item accurately measures S

-
it B

and reports the information a researcher a;&empted to analyze. For'example;““'-';

Al ,,

does a question about home value properly represent a respondent's affluence”‘l :?~

Correctness checks determine if the data on- the cofiection forms is 4

actually correct '-Types of correctness checks include the recollectlon ,5-9’:‘

of data from a sample othhe .obtained populaticn and independent Werification
,. of the data from outsik je sources. 5“;' er:;.‘ 'U.f; CE SN :f -

. Kt
. o

If no validation oq reliability anaIySis were performed the reasons

vV

'_for assuming reliability must be presented This requirement applies equally

.to newly collected or admlnistrative data.




EXAM?LE' BATA ouaszfx '

-7

f The cr1mina1 terminations data'was subjected to a

3, ’}rfrom the original data source (d oket sheets) A complete '

R .ireport on‘ the findings of the .ana fysis can be found in - ' Y

“i Rellability o 'erm : d o

el January; 1979. “The report iqpicated -that considerable Co ,

© - ; error exists within the: offensé dispositionL sentence,.ji c "

_j'-term ‘of- imprisonment, and term of probat;on fields.. Further, R
;,the report states that ‘these’ errors are’ substantial and;.

' ~'in some cases; that over 20%. of the.data records are in

:1{ error The report's finai conciusions are- that- the data's

'use limlted.,c :

not cieariy expiained they can iead to improper data anaiysis Probiems

' and anomalies are usually uncovered as a result of three processes.:'f)'*'

' *data collectlon, 2) data edlting and cleaning, and 3) data analysls 4,6ftén h:,l

»fthese problems are not formaiiy documented In such cases, this part of

. 7

vQ:the documentatlon is based on. interv1ews with persons who have worked 91thf o
‘J " B T - (.4 ’ . N

“.ithe data in the gast ?,.“ _' o ':.5,Afa;~ .

£ Problems and anomalies arisxng from- the -data eoiiection effort might B

,Lf}n:iude Incompleteness bf the sample, anomalieg?in the instrument or its

;?1nsruuct10ns, and adaustments made to the dat; after the1r orlginal collection.

Y

: inéludéd;;

%&{EXAMPLE- PROBLEMS AND ANOMALIES :?*w ST
| . ‘A number of serious: problems exist ﬁithln thls data -
vi',*sf A cleanlng analysls uncovered ancmalies in many
h By

. . fC _ 7. . 'b = . PR . 7v77_:‘;ﬁ .
[ : : - ‘ _,u" ff,:>:h°ﬁ"f';" S | _f,{L;};C;-if




e

data fields\ The class ID contains spurious numbers in ' o
first two digits (which should have indicated School- '

u11ding) .In:a-large number of cases, sex and race
fields are blank: In other fields, a small number of.

(_ cases contained spurious response codes.

Information related to access to the data set is included in-thls s ction S

The present location of the data set : ,specified and 1nstructions _

" are given for obtaining additional copies of it from the original or current

. source. If the data set is available locally, the tape or- disk number, !

'%file name, and sequence number is included:. o
- }

.”*'. Information about the actual technical format of the tape allows programmers
.at-a removed location to read the tape properly., The fxle-transfer standard

documentf@etails thesacceptabie formats - for data file transfer,

[}

3. Special Handling

4 : , S
Special restrictions on, or handling considerations for, the data set
are included here. In some studies, the release of certain data fields:

may be restricted. fnis may be because of pledges of confidentiality glven

during the original data ¢ collection process-or subsequent policy decisions.

ether limitations might be that only aggregated data may-be-released’

as in the case of the U.S. Census data. Here, indiv1dual level data are

ﬁot'réléaQEdf bt spééiai"aggrégations of the data are performed in Fesponse

“to researchers' requests.-



Sy

4. File Organization L E T e e e

T Tﬁe manner in which the file is sorted or ordered is described here.

i

.5*_Contact L .. _ S '{x

et

uﬁThe name, telephone'number, and address of the person or organization o

@

- responsible for the dataﬁare listed here :

EXAMPLE‘ Accsss*’*

?”tThe criminal'terminations tape. for years )72 to. 1974

is located on the reel 021&?,

It is recorded in §-track ASCTI andnin 1600 BPI has
~ a record 1ength of 80, and is unlabeled. LT .

It may not be released to the publie without special
authoriZatIon from xxxxxxx. It is sorted by district

ZStreet Washlngton, D.C. o o ;s
_ : : 3 "‘

I. MODIFICATIONS FOR SECONDARY ANALYTIC STUDIES

The preceding instructions for preparing file-levei oeumentatxon have

J
been developed for files containing data collected specifically for the

study being archived However, many studies do not collect data, but

’tﬁ’ utilize data drawn from other studies and soyrces.. Tofdocument thésé.

secondary analytic studies, it is necessary to use a slightly amended form

of thevstandard. Guidelines for writing components A-C ‘and E3-H need not
N _ L ! "A 3
Be{cﬁaﬁééd} Bnt; components b-E2 should be quifled as follows:
D.' Time Information |
: ) N \‘\ : « : o
1. Time Frame of Origlnal Data Collection. _ﬁhen?

. 2. Time Frame of Original Data Collection- " How Often?

3. eriginal Bata Time Frame

E. Data Collection and Modification Information

. .1. /Description of Original Data, Sources

f {. :lr.‘-::.‘ :1_;21-; . .i i '_.



‘i?; Description 6f Present Sample
)
8

3 1',

T

Merging/Reformatting Performed in Present Study,gﬁgfg_fh]k7f_f;;f”
Items D1 3 are obVious changes since by definition, no data set is )

?:generated in a secondary anaiytic study.

3

Croy items E1 3 differ considerably in this version of the standard from

5 d

' those in the standard for files from primary analytic studies The originai

f”source(s) of data are described briesiy.including size of sample, type of > 7'-{

f:in descriptions“of the sampling strategy used by“the oriéinai_data éoileotors,
’vthis information and the universe description can be'obtained from thé'ﬁinali
,fStudy Report iisted in th bi Biiography accompanying_the description.of "
‘”the substudy in which the data were obtained | o '

Of greater 1nterest to archive users is the sampie used in the secondary

~analysis- this sampie may either be the entire original sample or a subset

- _

of_the original; 'f it is_the latter; the sampling'strategy'employed in the

‘secondary analy81s should be included i item E2.

In ‘a secondary analytic study, there is no - instrument to be described

since there was no data collection activity. However, in such a study,

‘ a'v uﬁ'

%he parallel activity is modification of the original data, which is accompiished '

~by merging and/or reformattiﬁg the prevxousiy existing data fiies

.

o




varlabl lébéll

<.!

‘ : l:ocatr;mn specifler.:'
| o fiie identiriep."",
b':;;&i i m1381ns valués,{

. o i qﬁeétikn £’e’5&a’ P

L e dresponse codes,“ﬂ
" ' MR

e respons€ labei’S}

S resbonse descrig;ions,_; .
. & notes. . d,
'VW ' Aii of these components ape<incorporated 1ntq a fprqgt iiiustrateﬁ ;,‘f,”!ﬁ
‘ ’ . 1 ,v K - ;,-' RN

in Flgure 2 The purpose of this fovmat is consistency,bf presentation._

».' The 1nsbructlons for creating codebook

. . [}
:

capabiiibdes 3

far the most

produced. -
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: . . -
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’ represents . ;] o »;;'-»_ iﬂ S ;3‘~Zil L

A reference number is assigned sequentially to each data fieid in the

i file beginning with the number "1 " A researcher uses reference numbers ‘g,llvfj

to indlcate those items she/he needs for her/his analysis of the data ¢f ='4 B

N Hhen a re earcher uses the codebook to select a subsét of variables from

‘~f ,.

file, these reference numbers remain the same.' Therefore, o

8

) the or1f

 the data item with the reference number “5" in the complete f11e is reference
]

number “5" in a subsetted file, even though it may actually be the first

/ able on the subsetted file..

Reference numbers are ‘also useful for cross-referencing within the' B

B éaaésaaﬁ. A note on one data item may refer toza prev1ously-def1ned item.f?f-if-

-

For example, an item which sought to determine the most serious behaV1or

problem teachers encountered thisischooliyeae,mlght carry the note, "Reference

e : '7 ) -"-.
iEEE;“ 7 R :
The var:able 1abel summarizes the content of an item and identifies L

it ore completely than the varlable name When a verbally descriptive

3

variable name is used to identify an item, the variable label is an expansion u'

.d"‘,

of . that label.r Hhen a numerical de81gnation is used to identify an item,'-~~'

the variable label is the rese cher's introduction to the content of the o
item., Variable labels are subject to a few constraints‘ they may not be5 '

more than uo characters in 1ength and may not contain the characters “/ "




Very often, the variable labels are 11sted alphabetically at the end ;f

: _of the codebook in ‘an appendix called the “variable 1abe1 dictionaryq"e

E . / O
. THe purpose of this dictionary is to. aiiow researchers tm scan the 1abe1s SE

dand identify items of interest. For this reason, the variable 1abe1s should

"’_appears first~ In this way,

7be composed so that the most descript'

v'For 1nstance, the folloW1ng labels might be assigned to a~grcup of items

pertaining to demographic information._wfﬁ'

'DEMOGRAPHICS: RESPQNDENT'S AGE . T
 DEMOGRAPHICS:" RESPONDENT'S. EDUCATION = . . &
- DEMOGRAPHICS: RESPONDENT'S INCOME ~ '~ ..~ . '
DEMOGRAPHICS: - RESPONDENT'S occuparxon _'j;_;“,,~;.“
DEMOGRAPHICS: ' RESPONDENT.'S RACE - PR

. DEMOGRAPHICS: RESPONDENT!S' RELIGION |

DEMOGRAPHzcs-~[RESP6NEENT'S SEX, ,,f.ﬂ_ﬁ.j<»~

the archiv*' ng
:to most re'earchers. A file .can be analyzed in so many ways that'itlis _ijf;fi'S
; not aiways possibie to createfvariable labels that tell __Efi researcher ~;3°”“7*

rfwhat s/he wants to Rnow.

i"of a series of events happened and directs the respondent to cirere all ?f;f[.f -

_;that appI/), each variable 1abe1 can gpntain a*specific description of the;-%yaﬁyt;&

,-;

"event ‘and a very brief reference ind1cat1ng that it 1s part of series.:

a’

1\\
jFor exampie a SePIeS may ask the respondent to "Rank these factors in order

6f' : Ir s:gnlficance 1n school crimes today"- each factor is coded;'i:'-.-~i».'7f '

: C
s' R L

»

separate—item. Each variable label may be coded as . "CRIME SCHOOL'Tffi’

P

_ fpr example'

f'?enzmarseaeet-,,P@VERTY |
" 'CRIME“SCHOOL: LACK OF DISCIPLINE

' CRIME SCHOOL: - RACIAL TENSIONS -

==== —— == —= . . . o

CRIME SCHOOL: "BROKEN FAMILY
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e




In spite of such fiexibiiity, it may stiii be impossible to create
- .a variable label within the length constraints,'w- L -

>

..‘aﬁi"'”'In some cases the length constraint po problems in composing meaningful
descriptive iabeis and-requires that the actuai question text be abbreviated
The abbreviations used attempt to convey the essence of the question' extremely

4

cryptic descriptions are avoided. wnen creating tnese designations WOI“dS

shouid be abbreviated from right to ieft, omitting suffixes, connectives,

articles, etc., iﬁ'éﬁ attempt to maiﬁtain comprehensibility

In c ses imilar to the example above (i e., a series of related items

investigating "a. common factor), ‘an explanation of the meaning of the abbrev1ation :

could be given in an appendix to the codebook. " Here areisome exampies”of ii,;”
abbreViated variable labels used for a series'of;items that were part of a
question,,"As fap';s you know, whlch of the'méasures on this?éard were used

»

~

to determine the £§§£§2§1§£¥ of pubiic schoois in this district for this o

year s Title I program?" L

ELIGIBILITY TI P: CENSUS DATA oL

o 0TI = Titie I; P = public school) o L A

B  ELIGIBILITY, TT, P: - AFDC ENROLLMENT -~ . B SR
. . ELIGIBILITY, TI, P: FREE BREAKFAST: o o T . :

- $LIGIBILITY, TI, P: FREELONCH. .~ ' .

ELIGIBILITY fTI, P: ‘# NON-ENG SPKG o _

. 7
As this exampie demonstrates, the use of adequately defined abbreviations

can conveyva great deal of'infonmation within the He—character iimit;

u File Identifier

The fiie identifier is an abbreviated reference code used to deseribe

b

particular data file. It contains not more than eight characters which

—

' represent 3 substudy and a particular file from ‘that substudy. For example,*

in the study of compensatory education, there were six substudies, one of

o%e '

o which’was the demonstration substudy The dataﬁfrom the demonstration sub—

study were contained in 11 files.‘ The letter "C" was used to designate




the dembnstration substudy and each file was simply given a number from e

o 1wto 11; Tﬁus, the fiie'identifiers for th demonstration substudy

<

| were.u ¢y’ cz, €3; i Cii B .',5'73 L ”,f?lf "l'_’:'f;_.f ”ﬁ', ;_f' 5 L

The file identifiers us%d in the'Education Voucher Demonstration Arch;ve

plus the season and year of their administratlon, i e., CSURVS73 Community

1672 .’ - e T a K

Survey, Spring 1973

' B;f Goaki 3 S. - ifi' el

g N T

' The location specifier describes the physical field 1ccation of the .:4

record per case,_"'”

the specifier includes only the column number, as follows 1 "starting column- .

columm - ending column if a fiie consists of oniy o

ending column ’ For instance, a data item located in columns 10 through
1u of card 5 wouid have a location specifier of 5/10-14 vaa data. item ; a
contains -an impiied decimal point the number of places to the right of
the decimal is noted in parentheses after the location specifier. For example, bb’f

4

the wage data item is located in COlUMmnS 10 through 17 and contains two
decimal places; Its location specifier wouid therefore be "16-17(2) - - iq;;‘ o
I the data item contains alphabetic information, as in thercase of avstate 7
variable,athe loeation f1e1d is followed by the character "(A)," 1ndicating

‘; an'aiphabetic field For lnstaﬁcé, the state field is iocated in columns
f§6'andP§§_and contains twozcharaﬁter'postal service abbreviations. its"'

‘location specifier would be M56-5T(A)."

The missing valuEs field contains 1nformation describing the missing

data éaaés in the file. This field can contain data in one of three forms, |




’ 27 :,': _-}:-'-

& code, code, code... a 1ist ‘of: the individual codes which signif‘y PR
F R I R - 5 missing vaiue, s _ R

code-code R a'range of missing vaiue codes (--through),_ﬁ; T,;;;V .
. g;?code*er<:§ode.f ‘Hall values less than or. greater than the specified f '
e P , code signify missins data.,;J;* . _ iy

-?'q”Missingeesiué;éésés and their meanings shouid aiso be: inciuded in the

% e
LS - - - o G - 0 - - LN

value codes section:

T. Question Text :. S ; Vﬁ L :_'?-- ERREE

The actuai\question text as: it appears on the data coiiection instrumént _iﬂ'jié”
. is reproduced'here. If an instrument was not used to collect the data, E F
ﬁthe contents of the data field and its derivation is eompleteiy described ‘fg_f’ﬂ«

. For instance, the "question text" of‘an item on an empioyment appiication

p

ddfmight read, "Line 13 The applicant wrote his/her current employer's address ‘

von this line. . The text for a survey-type instrument includes the question
T.number (i e.,.Q1A, Q3B) uniess the question number was used as. the variabie Vi;v
'name; as described in section II. 1. |

. Tf arquestiOn relies on the preceding question for its fuii meaning, }ﬁ.'pﬁ.f;l,p
B the question 1s ciarified.u Tonassist ‘the researeher in knowing‘pxactly 2o ;’;»1“
w_hhow the question was asked, the ciarifying text is piaced in brackets or ~
:"parenthesis. For example,na series of questions asking about educational

'attainment has a two-part section; the first part is "Do you have an additional-

iy L .
degree’" (answered "yes" or "no") if ﬁé respondent answers "yes;" s/he

then answers the second part, "What is it°"‘ The question text’for "What

_is it°" would become: "{If you have an additional degree) What is it’"

‘.V«‘..'

\Interviewer 's or respondent's instructions printed as part of the question
,'a'e sually deleted when the question text is recorded ‘"Here is.a list.
_;of factors some people say affect crime rates (HAND CARD E) éiease choose_ =

S o
. oo A ¥

B ,‘29-’




2k
!

‘the thres factors you think have the most influence on crime rates.” The

. vphrase “(HAND CARD E)“ would be deleted This 1nformation is conveyed 1n L
_;"'ithe notes..“The respondent was’ given a. card listing factors to help hIm/her
BE answer - this question:;' | | i

»

8. “Value Codes =~ . S f~.,'. T

A value code is keyed for each response to each question 'sz codes

have very 11tt1e meaning unless they are presented Wlth the value label (9) =
" and the value description (10)° described below. For example, a sex questlon
v . .
/may have a value code of "1“ for female and “2“ for male: if the variable

Towmr
g

R has a very 1arge number of codes, such as a district or offense f1eld or

< v

'1responses to an open-ended question to save room, a list of codes and theirf?'

component contains an-indication that this:has been done: “See the appendix '

> kY
? -

for a list of vaiuefcodes”and their meanings."

‘9. Value Labels - ./ -

| Valie labels concisely describe the aéaﬁiﬁg5é?fé;éﬁ”651aé7aaaé;:_TBéSé,,,.:
labels cannot exceed 20 characters and cannot contain the characters ny.m
‘ "( " o “) " In'many cases; abbreviations are'necessary; As in the cése76f'
.varIable labeis, abbreviatIng proceeds from right to- left conveying ass

much information as possible, so that the meanings of the labels ar gat " SR

. least‘evident through context; The value label is similar to the variable :

Iabel in that it is often a summary. Just.as the questlon text can’ be relied

-

upon to elaborate on- the meaning of the variable label ‘the value description

i

expands on andfclarifies the.meaning.of the valuevlabel;

Vo

Eal




10, Value Descriptions

= -

Response descriptiqps are compiete descriptions of the response codes

and are only used when the response labels do not adequately convey the

3 meaning of “the response codes. ‘If applicable each of these deseriptionsV“

The "notes" §éction of codebook items has many uses. Generally; it

is'used to provide the researcher with important add1tional information

~about an item. It can tell which of a group of respondents answered a particular

' question and. under what circumstances; It ean inglude interv1ewer's in-_ﬂ;f

_ unusual_frequency distributions. In adﬂition, it may refer thé researcher
tc'otnér-cicséiy:réiatéd questions or to information in an appendix which

‘may be of interest: A | o . '_ o 'a”?iu

y

In preparing the codebooks for the Compensatory Educatlon Archive and S

:the Education Voucher Demonstration Archive, it became apparent that a number

..

of notes were used over and over again. Wé witl describe some of these | -
notes and their uses here, first, to provide the archivist with some ready- i

: made notes, and, second, to illustrate the types of:function notes can serve.

A

owv: 6'6;:'21"

N - ) . . .
e S o . L [

fhis note was part of the codebook description of question 7: hé

~

"equation" means that aii the respondents to question 7 responded to question

6 with an answer that. had a value of 2, The note;appended to question 6
) _ j RRAGA el
read: "f 2;_gotto Q3; if 1i 3, 4, or 5; skip to @8:"

c . ’ - . o Toer LT L UL ST AP
& - Lo N L j’ - s S
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.nsoﬁétimés Eﬁé;é'ape several seqﬂences different respondents follow«";ﬁwg,:
to arrive at this same question.. In this case, the note readS' y _:; Z 71} g

99 2/911 1/Q12 1 (/:Gor")

o

,'4ﬁ - . . B R o - R o ~ - 7' : . 5 - -
" -='* or, there may be more than one condition that must be met before a 5’ R

respondent answers a question: - . . - . e

@

‘UNV: QUili=1.& QU6=3 = .

~ Interviewer's instructions include any information that the' interviewer

did not read to the respondent, such as; S TR
| ;ﬁThe 1nterviewer handed the respondent card E to facilitate answering
" this question " - : . . E
"The interviewer did not read the value: 3 response. lt was éodedionl§", S
- if. the respondent volunteered this information. ST e T
,li"If the resbondent answered no,sthe interviewer circled A’ on the instrument
- and skipped to 68 " *-',5‘ : S -,\-5}, o Ll
'fihe interviewer was directed to look. on page 4 for the name of the 7
. child referred to in question 8o." B . o
"The probe What others? was used with this aaééiiaﬁ and aSQed only
once." L _ : = : '
To. help the researcher loeate related items and information, noues &;ﬁ
similar to the following could be used.h F ' ‘ .
: "See Reference #106 for respondent's past experience in this field..3 *
"The child .to YQECQ,t§i§ series of questions refers 1is.the "Kish Kid,
randomly selected by a method devised by Leslie Kish -and described
5 in his book SurveyASampling. L . PR . . e
TR -7 s : : i
" liSth values and their meaniﬁgsﬁaﬁpeaigdin the appendik;",
- h 7“ ‘?: ‘
e " . v

PR ¢
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.--W

Itj.ay

ai_f53_raiso list reports on the same subJect based on othér aaea and background -

Tk, o el at

ibiiography supplies exact informatlon on where to obtain L

)

ublished reportsw- Reoorts based on. data fro- =ore tnan ‘one ',.

”t}iff;‘maten}al

’f‘copies of'°

~.._ N

Tay Ll

- £1le thnln a stndy or - substudy w1ll not normaily be Included here ' Sﬁcb'

.,..g

0y

O L

h' reports shonld be llsted 1n the study or substuay bibllogiaphies déSéfibéB' o ,l?
in Volume III Progect-Level Documentatlon ' :f‘ :{ff. S S

= B. FILE HISTORY T ,'* 5-; - . )

’ ' C S T

o This section Identifies the 1nd1viduals and organizations responsible 77:;;,,

o

. for varIous aspects and sections of the data file Chronologieally ordered

L 1t conta1ns the name of each person or organizatio "invoived describes ’

his/her role 1n the creation of the data fiie, and the datés>ofﬂ

- activzties._ Minzmaiiy, it. identifies the data collection contractor al

.,f

Aﬁatauéditiﬁg o
:jki:v.-r.i? é;. data SEt Were EXtensiveiy edited and cleaned,3 zcop? of the

—v

;j-—cleaﬁing specifi tions appears in this appendix
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