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METROPOLIA UNIVERSITY OF APPLIED SCIENCES - DMP FOR THESIS 

You can write your plan directly into this document. Use the ready-made answer options and add explanations or descriptions if necessary. You can delete this introduction from the final plan.
Prepare the data management plan from the perspective of your own thesis. You must understand what the content of the plan means and how it guides you in your work.
Check the appropriate options and answer the questions. You do not need to answer all the sub-questions if they are not relevant to your thesis. Write concisely and concretely.
Demonstrate that you are able to identify, anticipate, and manage risks, such as the processing of personal data, research ethics, secure storage and sharing, backup, and agreeing on usage rights.
Always follow the instructions and requirements of Metropolia and the thesis partner. 
Learn about the thesis process and instructions for writing a thesis in the Student’s Guide.
You can find more information on planning data management in Metropolia’s guide to thesis data management.

This plan template is based on the data management plan template created by Arene. If necessary, you can find more detailed instructions for each section in Arene's Instructions for data management plan (pdf). 





METROPOLIA UNIVERSITY OF APPLIED SCIENCES - DMP FOR THESIS 

Author(s) of the plan: ___
Title of the thesis: ___
Thesis commissioner: (organization/project/person, if any) ___
Plan prepared: (date) ___		Plan updated: (date) ___
1. GENERAL DESCRIPTION OF THE DATA 
1.1 Description of the data: Data to be collected or that already exist and their properties
Briefly describe or make a table or list of the data you will collect and/or produce or that already exists, as well as their properties (type, file format, size if necessary, access rights, collection methods, data classification by its confidentiality). Do not describe the analysis of the data. ___

1.2 Ensuring the quality of the data
Briefly describe how you ensure that the data does not change inadvertently and that the original data content is preserved. Consider, for example, transferring the data to a different platform or format, as well as editing it during the analysis phase. It is a good idea to save the original data separately before editing it. ___

2. ETHICAL PRINCIPLES, LEGISLATION AND THE PROCESSING OF PERSONAL DATA
2.1 Personal data and data protection considerations
If your data contains personal data, you must comply with EU data protection regulations and the Finnish Data Protection Act (1050/2018). Personal data is information that can be used to identify a person directly or indirectly, for example by combining different pieces of information. Personal data includes, for example, a name, signature, voice, email address, IP address, or some other distinctive feature. 
Choose the appropriate options for your thesis data.

☐ Data does not contain personal data. Proceed to section 2.4.

☐ Data contains personal data. Describe the personal data: ___

It is recommended that theses do not collect personal data from special categories of personal data.
Read what is personal data belongig to special categories of personal data (tietosuoja.fi)
 
☐ Data contains personal data from special categories. What kind and why: ___

☐ For high-risk data, i.e., data containing personal data from special categories, a Data Protection Impact Assessment (DPIA) is necessary. Describe who, how, and when it will be prepared: ___


2.2 Main responsibility for processing of personal data, i.e., controllership
If the thesis data contains personal data, you must identify the data controller who defines the purpose and means of processing personal data.
Read Metropolia's instructions: Identify the controller of the thesis

The data controller is: ___
The contact person for the data controller is: ___
2.3 Privacy Notice
If your data contains personal data, you must prepare a Privacy Notice (included in the Participant Information Sheet). In addition, you must request consent from the research subjects/participants for the processing of their personal data (Participant Consent Form). Use Metropolia's instructions and templates to assist you.
Consent for the processing of personal data can be requested, for example, at the beginning of a survey related to a thesis, in a separate electronic survey, or on a paper form. Before giving consent, the research subject/participant must have had the opportunity to read the privacy notice.
☐ I have prepared the Privacy Notice.
☐ I have planned how consent for the processing of personal data will be requested from research subjects/participants. At what stage and how consent will be requested: ___
2.4 Informing research subjects/participants and gaining their consent
When there are people participating in the thesis, for example through interviews, observations, surveys, workshops or video recordings, they are informed about the thesis and their role in it. The Participant Information Sheet informs the recruited participants about the purpose, objectives, and implementation of the research, the possible use of artificial intelligence, for example, in the analysis of the data, and the processing of the data. It also mentions if anonymized thesis data will be reused or stored in a public data archive. Participants are asked for consent to participate in the research (Participants Consent Form). Use Metropolia's instructions and templates to assist you.
☐ No people are participating in my thesis.
☐ I have prepared the Participant Information Sheet for the research subjects/participants.
☐ I have planned how I will ask for consent to participate in the research. At what stage and how consent will be requested: ___
2.5 Reseach permit
If a research permit is required, it must always be applied for before data collection from the organization that is the subject of the thesis research/study. Check the practices of the target organization, as not all research settings require a separate research permit.
☐ No research permit is required for the thesis.
☐ A research permit is required for the thesis. Organisation from which the research permit is applied for and method of implementation: ___
2.6 How will you manage the rights to the data you use, produce and share?
Data = research data + result data
Research data is material that is collected for the thesis and then analyzed, for example interviews, survey responses, observations, statistics, social media content, measurement and testing data.
Result data is material that is created as a result of the thesis, for example analyzed data or the outputs of development work, such as a brochure, video, guide, prototype, plan or strategy, concept, process description or operating model.
The rights to the data belong to the student(s) who have collected/produced the data in question. If the student shares the data or rights to the data with a partner/client or Metropolia, this will be agreed upon in the thesis agreement.
Choose from the following options:
☐ The rights to the data remain with the student only.
☐ The rights to the data are shared and agreed upon separately.
2.7 Reseach designs in the theses requiring ethical review
As a general rule, a Bachelor’s thesis cannot have a research design that requires an ethical review. Learn about the ethical review on Metropolia's website.
☐ The thesis' research design does not require an ethical review.
☐ A Master's thesis has a research design that requires an ethical review. Reason: ___

3. DATA DOCUMENTATION AND ORGANISATION
The data documentation describes how the thesis data has been produced, what it contains and how it has been processed. Make notes on data processing, processing stages, statistical data variables, and name files and organize folder structures logically and descriptively. If you use artificial intelligence in data processing, describe it.
For more information on the safe use of artificial intelligence, visit the page of Metropolia IT Services.
Describe how you document data processing, organize files, and take notes on the processing steps: ___
4. RECORDING AND INFORMATION SECURITY DURING THE THESIS PROCESS
Identify the confidentiality of your data and describe where it is stored and how it is backed up during the thesis process. The data may also be located in more than one place. Only use the services below with your Metropolia credentials; do not use private user accounts. Read the guidelines of the IT Services.

☐ Metropolia student’s personal Z-drive
☐ Cloud services (e.g. OneDrive, Teams, Google Drive, Google Forms)

☐ Zoom			☐ Email service
☐ E-Form		☐ Other, what and why: ___

Describe how you perform backups and how you ensure that outsiders cannot access the data, e.g. through password or access rights management: ___


5. AFTER THE COMPLETION OF YOR THESIS: DESTROYING, PRESEVING, OR OPENING DATA AND POSSIBLE FURTHER USE
Describe what you will do with the data after completing your thesis. Indicate whether you will destroy, preserve, or make the data available for possible further use, and describe how you will do so. Please note that data containing personal data should not be stored longer than necessary or permitted by law.

☐ The data or part of it will be destroyed after the thesis is completed: ___

☐ The data or part of it will be stored after the thesis is completed: ___
 
Discuss the preservation of your thesis data with your thesis supervisor and the client.

Please note that if the data contains identifiable personal data or other content that prevents its presevation (e.g., trade secrets), you cannot preserve it in its current condition. Describe where the data is preserved and whether it requires any measures (e.g., anonymization).

☐ Further use and opening of data: ___

The research participants must be informed of the possible further use of the data before the data is collected. It is recommended that consent to open data for further use is asked at the same time as consent to participate in the research.
 
If you wish to preserve the data for possible further use by yourself or your client/commissioner, you are responsible for ensuring that it is stored securely and that personal data is protected or anonymized. 

If you want to open your data, i.e., store it in a public data archive, discuss with your thesis supervisor where the data can be opened and where the descriptive information about the data can be published.


6. DUTIES AND RESPOSIBILITIES 
Briefly describe here the duties and responsibilities mentioned in the previous answers your thesis, and how they are divided if you are working on your thesis with a pair or in a group. These include, for example, storage, backing up, sharing data, and storage/destroying the work once it is complete. If you are doing your thesis for a client/commissioner or as part of a project, also describe their possible role. Remember that you need to allow sufficient time for processing the data.
Description of the division of data management duties and responsibilities, as well as time resources: ___
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