
[image: image1.png]


[image: image2.jpg]l UK +DATA l
| ARCHIVE ‘



ESRC ACCREDITED RESEARCHER FORM Secure Data Service
	PUBLIC VERSION
23 JANUARY 2012
……………………….........
T +44 (0)1206 874968
E securedata@data-archive.ac.uk

securedata.data-archive.ac.uk

……………………….........

	[image: image3.jpg]DATA -
SERV/CE





	SECURE DATA SERVICE
UK DATA ARCHIVE

UNIVERSITY OF ESSEX

WIVENHOE PARK

COLCHESTER

ESSEX, CO4 3SQ


Contents

21.
Introduction


22.
Special Licence – ESRC Accredited Researcher


22.1.
ESRC accredited Researcher: Part 1


62.2.
Accreditation as an Approved Researcher: Part 2


122.3.
Declaration


132.4.
Application form completion notes


212.5.
Notes to accompany the Approved Research Declaration




1. Introduction
Access to datasets supplied by the Secure Data Service that contain more detail than those made available under the standard End User Licence (EUL), require users to complete a special set of forms. These forms require the user to provide evidence of their suitability as an ESRC Accredited Researcher, and details of their intended use of the data. 

2. Special Licence – ESRC Accredited Researcher 
2.1. ESRC accredited Researcher: Part 1

Suitability to access personal information: SUPPORTING EVIDENCE

* Indicates mandatory sections (See Completion Notes for further information)

1.
PERSONAL DETAILS* and contact information
	Name and Title
	

	Institution/organisation 
	

	Position 
	

	Address
	

	Telephone No
	

	Email
	

	Date of Birth
	

	Nationality
	


2.   DETAILS OF COMPLETED RESEARCH USING MICRODATA *
(see Completion Notes for a definition)

(Provide 2 examples. Alternatively, other relevant research experience may be included. If you are unable to provide examples, please refer to the Completion Notes)
Describe below (i) which data were used (ii) a broad description of statistical use of the data, (iii) your role in the project, i.e. as lead researcher or collaborator, (iv) the data owner and (v) measures taken to ensure the confidentiality and security of the data and outputs produced       
	
	Example 1
	Example 2

	Research title and date 
	
	

	Personal information used
	
	

	Statistical use of the data
	
	

	Role in the research and dates
	
	

	Data owner
	
	

	Measures used for disclosure control and data security
	
	


3. RELEVANT PUBLICATIONS as main author or contributor  

(Provide up to 3 examples, if possible)

	  Publication details/bibliographic reference or link

	1.

	2.

	3.


[If you are a PhD student or employed by a research organisation or public body and are not able to give examples of relevant publications that you have created in your own name, you should provide information about outputs that you have produced]
4.   PREVIOUS ACCESS TO DETAILED MICRODATA *                       

4.1 Have you previously requested access to special licence or secure data?


Place an X in the appropriate box:
  



 

       Yes   


No   

If YES, was access approved? 
Yes 

No
4.2 Have you previously been granted access to special licence or secure data as an ESRC Accredited Researcher?




       Yes   


No   

	If yes, ESRC AR project number: ………………………………


5. MEMBERSHIPS and AFFILIATIONS to professional bodies/organisations  
	Name of professional bodies / organisation with dates

	1

	2

	3


6. FURTHER EVIDENCE* to support your application
6.1 Please provide further information to support your application (Mandatory if unable to complete sections 2, 3 or 4). 

If you wish a senior member of staff at your institution or organisation to vouch for you, please provide their contact details.
(PhD students should provide details of their supervisor) Please refer to the Completion Notes.

	Name
	

	Position in organisation
	

	Email
	

	Telephone No
	

	Address
	


6.2. Any additional information which may support your application

(e.g. presentations to conferences/seminars; training, Continuous Professional Development (CPD) undertaken in the last year, etc.)
	


2.2. Accreditation as an Approved Researcher: Part 2
Suitability to access personal information: RESEARCH PROPOSAL

The applicant is required to read the Microdata Handling and Security: Guide to Good Practice before proceeding: see link

(http://www.data-archive.ac.uk/media/132701/UKDA171-SS-MicrodataHandling.pdf)
1. PERSONAL DETAILS and contact information of applicant
	Name and Title
	

	Institution/organisation
	

	Position
	

	Address
	

	Telephone No
	

	Email
	

	Date of Birth
	

	Nationality
	


2. TITLE OF RESEARCH PROPOSAL

	


3. DATA REQUIRED

3.1 Describe microdata  

	Title of dataset / Study Number(if known)

	


3.2 Required data format (SPSS, Stata, Tab-delimited or SAS)

	



4. PURPOSE FOR ACCESS 
4.1 FULL AND DETAILED description of the purpose/s for which the microdata are requested, describing the aims of the study/research 
Where research is part of a larger programme, please include details

	



4.2 A justification as to why access to detailed microdata is needed 

Please state what other data sources have been considered and why they are not sufficient for your purposes.

	


4.3 Intended outputs / publications arising from the use of these data: 
(for example, journal article, PhD thesis, report for government department)
	


5. SITE OF ACCESS  

5.1 Location: please state where the microdata will be remotely accessed from 

	Location name
	Address

	
	


If the location is different to the organisation/institution specified in your registration details, please state in the box below the reasons and where the access will take place:

	


6. DURATION OF ACCESS

Allow enough time for your research and any peer review/publication of your outputs

 

From         


  dd/mm/yy          


To                                  

  dd/mm/yy

(If it is necessary to extend the period of access, application must be made to the UK Data Archive/ Secure Data Service prior to the expiry of your research project)
7. RESEARCH TEAM

Please list the names of any member(s) of your research team and a contact email address:

	Name
	Email address

	
	

	
	

	
	


Note that each member of the team will need to apply for access. 
8. FUNDING, COMMISSIONING OR SPONSORING OF RESEARCH  
8.1 Funding 


Is your research being funded?          Yes         
   No               Not required

If Yes, has funding been obtained:      YES / NO /  NOT YET HEARD   

If Yes, which organisation/institution is funding the research 

	Name of organisation

	


8.2 Sponsoring/commissioning 

Is your research being commissioned or sponsored?


             Yes         
   No                     Not required

If Yes, which organisation/institution is sponsoring/commissioning the research    
	Name and Address of sponsoring/commissioning organisation

	


2.3. Declaration



2.4. Application form completion notes
A researcher will need to complete a three part process, comprising the provision of evidence to support their being a fit and proper person, a research proposal giving the purpose for requiring access to the data (which could be one or more datasets) and a signed Declaration. 

The main steps in the ESRC Accredited Researcher application process are as follows: 

1. Register with the Economic and Social Data Service 

2. Complete on-line application process by completing the following forms: 

(i) ESRC Accredited Researcher evidence, (ii) Research Purpose forms and (iii) The Declaration

3. Place an on-line order with ESDS and return the completed application form including signed Declaration to the UK Data Archive
Before beginning the application process a researcher should first read these guidance notes and the ‘Microdata Handling and Security: Guide to Good Practice’ to ensure that the criteria can be met and the necessary data access security requirements can be complied with.

Notes on completion of forms

When completing the forms, a researcher should focus on providing evidence that will enable the data owner or their designated entity to reach a decision that the ESRC AR criteria have been met and that access to the information should be provided for the purpose specified. 
More specifically,

· all information is to be given in plain English and full explanations are to be provided where unfamiliar terminology is included;

· details provided are to be full, coherent and concise.  Failure to provide adequate or comprehensive details will delay the process and may also require the  researcher to make a fresh declaration to confirm the additional information provided;

· information provided is to support an application for ESRC accreditation. A researcher should remember that they are not completing a CV, but applying for access to detailed personal information for a specific research purpose;

· it is acknowledged that PhD students may not be able to complete sections 2, 3, 4 or 5. If so, section 6 must be completed.

	1. SUITABILITY TO ACCESS PERSONAL INFORMATION

	Supporting Evidence:

	SECTION NO.
	SECTION TITLE
	GUIDANCE
	NOTES

	1
	Personal details and contact information
	- Contractors should apply to become ESRC Accredited Researchers as individuals needing to access the data.


	

	2
	Details of completed research projects
	- Details provided should focus on relevant experience that will support this particular application for ESRC accreditation

- A researcher is to provide details to support their application for ESRC accreditation. The evidence you supply should illustrate your suitability to use detailed personal information. (See Glossary for information about “fit and proper person”)
	'personal information' is defined as 'information which relates to and identifies a particular person (including a body corporate);' See the Glossary for a full definition

	3
	Relevant publications
	- Include details of publications that illustrate your suitability to be an ESRC AR

[- Post graduates who are yet to publish should be supported/sponsored by a senior member of their institute, whose contact details should be entered in question 6. The sponsor/ supervisor may be required to provide a supporting statement ]
	

	4
	Previous access to personal information
	- You are being given the opportunity to show whether you have previously used detailed personal data, even though this may be your first application to be accredited as an ESRC AR
	

	5
	Membership or affiliations to professional bodies/organisations
	Provide information about any membership or affiliations that will give further evidence of your suitability for ESRC accreditation
	Example: Royal Statistical Society (RSS)

	6
	Further evidence
	This is your opportunity to enter information to further support your application
	

	6.1
	If you wish a senior member of staff at your institution or organisation to vouch for you
	The person should be a Head of Profession, most senior person in a Department/research division, Head of a Discipline. 

NB: Supervised use of the data:

Where a researcher’s use of the data is supervised, as may be the case with PhD students, it may be necessary for the supervisor to access the personal data that are being used.  In order to do so, the supervisor/other members of a research team will also need to gain ESRC accreditation and will not be able to access the data until they have gained the necessary accreditation.
	

	6.2
	Additional information  
	Use this question to provide details to show your suitability to use detailed personal information. You should enter details of any relevant training that you have undertaken, presentations to statistical events, etc and also details of any data you have collected or managed.    
	


	2. RESEARCH PROPOSAL FOR WHICH ACCESS TO DETAILED PERSONAL INFORMATION IS REQUIRED

	Research Proposal details:



	SECTION NO.
	SECTION TITLE
	GUIDANCE
	NOTES

	1
	Personal details
	These are required to ensure that, should your research proposal become separated from the ‘supporting evidence’ they can be re-attached. 
	

	2
	Title of the research proposal
	 Enter the title of your research proposal
	

	3
	Data required: 
	- Researchers should ensure that they include all the dataset/s required for the research purpose

- Access to the data must be proportionate to the stated statistical purpose. 

- As part of the approval process, the data owner will take into account the type and content of the information being accessed, the research needs, and the purpose for the research.
	

	3.1
	Title of the dataset/s  
	Simply list the dataset/s required
	

	4
	Purpose for access
	- The purpose for which the data are required must be statistical, and the focus of the research/ resultant analysis. The prime focus for accessing the data must not be for the purpose of personal or commercial gain.

- The information must be used for a purpose that serves the ‘public good’ 

(see the Glossary for a definition of public good)
	

	4.1
	A full and detailed description of the purpose/s for which the data are requested
	-  Full description of the aims and purposes of the research are to be provided 

- Details are to be included where a project is part of a larger programme or funded jointly by various organisations. Funding details are to be given in question 8.  

- Where you wish to conduct a matching or linking exercise you must state so in this section. 
	 -You may take personal copies of the data to assist with own research and analysis. However, you are prohibited from taking copies for any other purpose.

- to use the data for matching purposes that were not declared and approved by the data owner at the time of application would be a breach of the terms of the Declaration 

	4.2
	A justification as to why access to detailed personal information is needed
	You must give a full justification for why you need these data. State

(i)   what other data sources you have considered and why these don't meet your needs

(ii) why these other sources are not sufficient for the purposes

(ii) why the detailed version of the data is needed rather than the basic standard End User Licence (EUL)  or special licence (SL) version 
	Standard (EUL) and special licence data may be available via the UK Data Archive.

	4.3
	Intended outputs/publications
	- You must state what outputs you intend to produce from your use of the data, e.g. reports, policy documents, books, or book chapters, papers, theses, presentations and other written or on-line material. 

- A tangible outcome is to result from using the data and proof is to be provided in the form of the bibliographic details of a publication, links to reports, policy documents, etc. The data owner will require that where access to confidential data is provided, the research serves the public good and that, following access to the data, there is evidence to support this.

-You will acknowledge, in any publication, whether printed, electronic or broadcast, based wholly or in part on the data collections, the original data creators, data owners or copyright holders, the service funders and the data service provider(s)

- The data owner may require sight of proposed outputs before publication. In this case, it will endeavour to comment and respond within two weeks of receipt.  However, should circumstances require further discussion and investigation, the ESRC AR will be notified, with the minimum of delay. The data owner will be sensitive to publication deadlines.
	Public good is defined in the Glossary 

	4.4
	Protection of confidentiality in outputs
	- A researcher will be expected to show that they understand the importance of protection the confidentiality of the data, both during use and in outputs produced. Adequate and satisfactory disclosure control must be applied to their outputs and the methods to be used are to be stated in this section.   

- A researcher is to consult the Microdata Handling and Security: Guide to Good Practice for advice on disclosure control methodology. 
(http://www.data-archive.ac.uk/media/132701/UKDA171-SS-MicrodataHandling.pdf)
 
	-You must ensure that disclosure control methodology, applied to outputs, is sufficient to ensure so that 'it would take a disproportionate amount of time, effort and expertise for an intruder to identify a statistical unit to others, or to reveal information about that unit not already in the public domain'. 

(Extract from the National Statistics Protocol on Data Access and Confidentiality)

- Where you have any doubts about maintaining the confidentiality of the data in the outputs, contact is to be made with the UK Data Archive/ Secure Data Service for advice and guidance.  

	5
	Site of access
	These data may not be accessed at a private residence. Data may only be accessed in an organisational/institutional setting, i.e. the site of the ESRC AR's employment, the site of the funding or commissioning organisation, etc.
	

	5.1
	Site of access: location
	The site stated must be the only site on which the data are accessed and used. Data are not to be used on more than one site or at a site not stated in this section.
	

	5.2
	Site of access: secure location
	- You must ensure that no other person accesses the data. The only exception is where someone is a working on the same project as you and is also an ESRC AR for that research. To access the data without being an ESRC AR will attract penalties that could result in a fine and/or a prison sentence.
	

	6
	Duration of access
	Access to the data will be for a finite period

- Specify the time period required for your research. Allow sufficient time to complete your research, produce your output and, where necessary, gain peer review. You may allow up to a maximum of 1 year.

- The stated period of access should not be longer than the time required for conducting the research and producing outputs. However, where it is necessary to extend the period of access, you should contact the UK Data Archive/ Secure Data Service in advance of the expiry of the period of access.  

- At the expiry of access period, you must destroy the data and all copies made in the manner specified in the ‘Microdata Handling and Security: Guide to Good Practice’

NB: It is your responsibility to ensure that, at the expiry of access, the terms of the Declaration are executed to the agreed standards.  
	

	7
	Research team
	- Where research is being undertaken by a research team, each member of that team, who needs to access the individual data, must be an ESRC AR. Only ESRC ARs can access detailed personal information and then only those data for which they have received authorisation from the UK Data Archive/ Secure Data Service. 

- In addition to the data, any outputs arising from the data that may identify an individual can only be accessed and used by ESRC ARs
	

	8
	Details of funding/sponsorship or commissioning of research
	You only need to enter details if you are seeking funding for your research or if your research is being sponsored or commissioned.  
	

	8.1
	Funding: Is your project funded
	- Where funding is not necessary or not appropriate (e.g. if you work for a public authority), tick 'not required'. 

- If you do not need or are not seeking funding, tick 'no'

- Where you are seeking funding, tick 'yes' and enter the details of the funding body.
	

	8.2
	Organisation/

institution sponsoring or commissioning the research
	You only need to enter details if your research is being sponsored or commissioned by an organisation. This will include employees of an organisation where the research is being conducted for that body, such as is the case of public authority staff. In this case, you should tick 'yes' against this question and enter the details of the organisation.  
	Example:

Statisticians/analysts etc working for Local authorities; research organisations; non-departmental public bodies, etc.


	GLOSSARY OF TERMS

	TERM
	DEFINITION
	NOTES

	1 Personal information
	'personal information' is defined as 'information which relates to and identifies a particular person (including a body corporate);' 

[See point 3 below]
	

	2 Fit and proper person
	A fit and proper person is one who is able to demonstrate, to the satisfaction of the data owner, that he/she:

2.1 has the appropriate knowledge and experience necessary for handling confidential personal information. 

2.2 have provided satisfactory evidence to support their application that adequately illustrates their professionalism and technical competence to use the data requested in the research proposal

2.3 is committed to protecting and maintaining the confidentiality of the data and its technical and physical security, during their use of the data and the creation of outputs and publications arising from their analyses.
	

	3 Confidential
	Confidential ‘personal information’ is information 

3.1 that specifies the identity of a particular person (including a body corporate)

3.2 from which the identity of a particular person can be deduced, or

3.3 from which the identity of a particular person can be deduced when taken together with any other published information
	

	4 Public good
	Research that informs 'the public about social and economic matters, and assists in the development and evaluation of public policy' 

It is research that:

4.1 produces statistics that describe as accurately as possible the developments in the economic, social, environmental and  cultural spheres (Commission of the European Communities)

4.2 builds the information capacity required to sustain strategic objectives and the underlying policies and supporting instruments (Commission of the European Communities)

4.3 informs debate, decision making and research both within government and by the wider community (United Nations Economic Commission for Europe (UNECE) Conference of European Statisticians: Managing Statistical Confidentiality & Microdata: Principles and Guidelines of Good Practice)

4.4 provides an objective perspective of the changes taking place in national life and allow comparisons between periods of time and geographical areas (UNECE: Principles and Guidelines of Good Practice)

4.5 'offers a window on the work and performance of government itself, showing the scale of government activity in every area of public policy and allowing the impact of public policies and actions to be assessed' (UNECE: Principles and Guidelines of Good Practice) 

4.6 assists the Government in its work   
	

	5 Microdata Handling and Security: Guide to Good Practice
	The Guide contains the standard rules for disclosure to be applied when handling confidential personal information. The Guide can be found here>

http://www.data-archive.ac.uk/media/132701/UKDA171-SS-MicrodataHandling.pdf
	


2.5. Notes to accompany the Approved Research Declaration

1. An ESRC Accredited Researcher (ESRC AR) will be the only person who will see and use the information provided to them and any unpublished outputs unless these are fully anonymised. 

2. An ESRC AR will have to confirm that the data will only be used for the purposes specified and to produce the outputs detailed in the research proposal. Should the information be required for any other purpose, the ESRC AR must contact the UK Data Archive/ Secure Data Service, for approval before using the data for purposes other than those previously agreed.

3. An ESRC AR will be required to confirm that adequate and satisfactory disclosure control will be applied to their outputs, using the UK Data Archive’s/Secure Data Service’s standards, as specified in Microdata Handling and Security: Guide to Good Practice. Methods should be stated in the research proposal, affirming that outputs produced from accessing confidential information will not disclose the identity of data subjects. 

4. A tangible outcome is to be produced from using the data and proof to be provided to the data owner or UK Data Archive in the form of bibliographic details of a publication, links to reports, policy documents etc.

5. The Declaration is to be agreed and signed by the applicant, who will be the researcher requiring access to the information for his/her own research needs or, where the research has been contracted out, the researcher being contracted to conduct the research. 
[NB: Where there is a research team, each member of the team will need to be an ESRC Accredited Researcher for that research purpose. ESRC accreditation is not a status and must not be used to access information other than that for which the accreditation has been granted.]

…………………………………………………………………………………………………..
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�ESRC Accredited Researcher Access DECLARATION





Access to personal information as an ESRC Accredited Researcher is conditional upon signing this Declaration. 


By signing this Declaration, you are confirming 


the accuracy of any information you provide to support your application, 


your understanding of the conditions specified below, 


you will abide by any other requirements communicated to you by the UK Data Archive/ Secure Data Service relating to this use of potentially disclosive personal information.





DECLARATION:


I declare that the personal information provided to me shall be kept secure and confidential according to the terms of any agreements with the UK Data Archive/ Secure Data Service 


I understand that:


Personal information means information which relates to and identifies a particular person (including a body corporate).  Information identifies a particular person if the identity of that person is specified in the information; can be deduced from the information itself; or can be deduced from the information taken with any other published information;


The UK Data Archive/ Secure Data Service reserves the right to scrutinise any products or publications for disclosure control purposes before publication;


I may be liable to criminal prosecution if I disclose this personal information to any other person without the written authority of the UK Data Archive/ Secure Data Service 


My lawful use of this information is only for the purposes of statistical research that will serve the public good 


I am required to bring directly to the attention of the UK Data Archive/ Secure Data Service  any matters or events that may affect my obligations under this declaration, my ESRC Accredited Researcher accreditation, or any other matter in the written agreements relating to this use of personal information.


I am authorised to access this personal information only when I receive from the UK Data Archive/ Secure Data Service a written and signed confirmation, and only until the end date in that written confirmation.





Signed:		Print Name: 			Date:








……………………………..............................................................................................

WE ARE SUPPORTED BY THE UNIVERSITY OF ESSEX, THE ECONOMIC AND SOCIAL RESEARCH COUNCIL, AND THE JOINT INFORMATION SYSTEMS COMMITTEE
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