Data Collection Guide - Hardcopy Forms      2010/04/27

Data Collection

· Identify task, event, location, data type, content, date  -- Task Plan

· Task Leader or designee is responsible for data collection

· Identify data collection / recording method -- Hardcopy forms, Data tablet, other?

Hardcopy Forms

Development -- designing a form for complete and efficient data collection

· Identify what data need to be collected

· Design is informed by “Data and Metadata Reporting” 

· Make form look like data file you expect to produce -- don’t crowd fields

· Identify fields that will have standard values or codes (i.e., picklist)

· Review with data collection team and data management team

· Uniquely identify each page and consecutively number pages for completeness verification 

· Pre-fill known fields

· Identify the physical characteristics of the paper for expected environmental exposure

(e.g., use all weather copier paper data sheets for outdoor applications)

Data Collection -- entering measurements and observations

· Identify person(s) collecting and recording data 

· Use waterproof black indelible ink (?)

· Changes should be indicated by single strike through and initialed

· Unused spaces should be marked as “not applicable”

· Review contents for completeness immediately after collection

Records Management -- securing forms in Hardcopy Archive for posterity

· Verify that all forms are accounted for and are complete when you return from field or complete laboratory data collection

· Make two (2) copies of all completed forms 

· Scan forms to a pdf file (file name “Task_event_content_date.pdf”) and verify legibility and completeness

· Upload pdf file of the scanned data forms to the SPRUCE Project Archive and verify the upload

· At MEF field facility, place a copy of Task Plan and a set of forms in On-site Files (File by Task, event, content, date)

· At ORNL, place a copy of Task Plan and original set of forms in Hardcopy Archive Files or in files of the respective Task Leader ??? (File by Task, event, content, date).
Manual Data Entry -- transforming data from hardcopy to electronic format and securing data file

· Use data entry template that is same as hardcopy form (e.g., spreadsheet)

· Pre-fill known fields

· Pre-format fields with a known format (e.g., dates, decimal places)

· Identify fields that have standard values or codes (i.e., create picklist)

· Identify the data field delimiter or format (comma separated, tab delimited, Excel?)

· Save (as) data file. This is raw or Level 0 data.

· File name “Task_event_content_date.csv” or “Task_event_content_date.xls”
·  For example, SPRUCE_R2_S1_leaf_C_N_P_20100413.csv or R2_S1_plot_leaf_C_N_P_20100413.txt
· Identify the verification steps needed to ensure accurate and complete data entry, consider

· Double entry -- entry by two individuals and comparison of files

· 100% visual comparison of forms to entered data

· Spot checking by individual not entering data but familiar with collection

· Update data file as needed and verify changes

· Document verification and data file name(s) and add to archived set of forms (see form below)
· Upload verified data file to Raw/Level 0 Data Archive (?) 
· File by Task, event, ?) and verify upload

	Manual Data Entry and Verification 
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	Task
	Event
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	Data entry by:
	Date entered:
	Number of forms entered:
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	Data file name(s):

(Task_event_content_date.*)
	Data verification by:
	Date verified:
	Verification method:
	Data entry ok?  No changes.

(Y/N)
	Data file updated by:
	Date updated:
	Data file final check by:

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	Attach data file correction page.
	
	
	Attach data file corrected page.


