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Standard Operating Procedure: Data Security and Storage
Paper Data: 
All paper data (SBT, Consent forms, and Eligibility Screening) will be saved under lock and key at: Prentice 15 Oncology Rehabilitation Office room 15-2319. Two team members will verify all paper data is organized and matches electronic data, Lindsay Ardiff and Paula Celik. ***This verification will ensure that paper data match electronic data, including Participant ID numbers, presence of a signature, etc. 
Electronic Data: 
All electronic data should be stored in the Disability at NMH-LEAD Channel, Microsoft OneDrive/SharePoint folder. Links and passwords to access these databases should never be shared. All electronic documents and datasets associated with this study should be accessed directly from Microsoft OneDrive/SharePoint. No versions should be saved locally to hard drives. The PI (or team member assigned) will periodically check data completion and quality and address any issues with the research team.
Participation list: The participant list will be stored as an (Excel spreadsheet) on the Disability at NMH-LEAD OneDrive/SharePoint folder. This list will be maintained by Lindsay Ardiff and Megan Burwell.
Eligibility Data: Eligibility data will be scanned and uploaded/stored on Disability at NMH-LEAD OneDrive/SharePoint folder. The PI will be responsible for monitoring. Only members of the study team will have access. 
Audio Files: After interviews, audio files will be immediately uploaded to the project’s folder under “Audio Recordings.” NO audio recordings should be saved locally. Audio recordings will only be retained on OneDrive/SharePoint until they have been transcribed and reviewed for accuracy by a member of the study team. Then the audio files will be deleted. Team members are responsible for uploading audio files and saving reviewed transcripts to OneDrive/SharePoint.
Transcripts: it is important to maintain transcript integrity for data analysis. Transcripts will be uploaded to OneDrive/SharePoint under “Transcripts” and double checked for accuracy. Reviewers should ensure that transcripts match the audio recording word for word. 
Data Safety: 
[bookmark: _Int_gHZhyD6q]Under no circumstances should data be shared outside of the team members involved in the project without expressed authorization from the PI. Data should only be accessed and used while on NMH/NU campus unless otherwise approved by the PI. Links and passwords connected to the LEAD project files should never be shared. Team members should only access those files that they need to access to complete their specific tasks and responsibilities. Under no circumstances except those described above, should data be altered or destroyed. Always bring data-related issues to the PI immediately, and issues can be resolved in accordance with Northwestern IRB procedures and good research practices. 
	
	
	



