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1. SOP Category 

PHRF Data Management  

 

 

2. Staff Category 

PHRF Data Management 
 

 

3. Scope 

This document applies to PHRF Data Management staff and is applicable for data validation in 

the Survey Office Respondent Database (SORD) data processing module. It is the 

responsibility of the data management team to ensure that this procedure is adhered to when 

setting up a database for projects processing their data through PHRF. 

 

 

4. Purpose 

This SOP describes the Data Validation Process for research projects where data is processed 

in the Survey Office Respondent Database (SORD). These are projects that have their data 

collected on paper-based questionnaires and the data are processed through the PHRF Data 

Management team at SPHSU.   

 

5. Procedures 

Definition 

Data validation is a process to check and ensure that variables within a data entry database 

are correct. The checks include values within a defined range, check of presence of critical 

data (data responding to primary objectives), valid dates in correct sequence, logic checks. 

For web based data entry screens (e.g. eCRF) validation checks may warn or prevent the 

user from inputting an invalid value.  

 

The PHRF data management team, liaising with the PI/lead researcher, develops the 

validation plan.  A basic validation plan is put into place at the data management setup 

phase. The data validation specification are formalised in the Data Cleaning Plan and agreed 

by PI/ lead researcher. The Data Cleaning Plan, including defined data validation checks, 

should be shared with the project statistician to allow expert review and feedback on any 

missing checks, which may be important for production of a clean dataset.  

 

Schedule 
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As part of the data management setup and the development of the data cleaning plan, the 

schedule for running validation checks must be discussed and reviewed by the data 

management team and agreed by the PI/ lead researcher. Note that the schedule may be 

adapted over the life of the project depending on the frequency of data receipt/data entry. 

 

Data Queries 

The data queries generated as a result of validation checks must be provided to PI/ lead 

researcher who must provide decision how the data query must be resolved. This applies for 

all detected queries. Once resolution to the query is available, data must be adjusted to 

reflect PI/ lead researcher decision.  All the communication and decisions must be 

documented in order to maintain an audit trail.  

 

Set up in SORD 

Validation checks and rules are set up within the data processing module in SORD. Validation 

checks must be tested to ensure that spurious data queries are not generated. The data 

manager who performs testing by running the checks/scripts in a study specific development 

area, review the output must resolve any flagged issues. Generally, the questionnaire or case 

report form will have codes printed at the response to show what should be entered, e.g. 

  
 

The SORD functions as database system and allows the data manager to:  

 set up validation checks and rules within the data processing module.  

 Set the fields to accept only a specific ranges e.g. (1 – 10) 

 Set the format of the data in defined format  e.g. dd/mm/yy  

In addition, SORD allows  

 Double data entry - entering the data twice and comparing the two copies. (Pass 1 and 

Pass 2) 

 Proofreading data - checking the data entered against the original document. 

 Capturing of a free text within questionnaire 

 

If any free text appears, enter ‘1’ in the appropriate field to indicate that free text needs 

captured elsewhere. Where free text is required, a separate free text database will be created 

by the Data Manager to capture this and visual checks will be carried out to confirm the 

correct text has been entered. A query will be run on various fields to indicate how many 

records have free text, and a validation check can be run to ensure all free text has been 

entered.  This is achieved by searching for where the ‘1’ has been entered, indicating the 

number of records which have free text  

 

An ‘X’ should be entered where the response is not clear or won’t fit into the defined format. 

When Pass 2 is complete, the data will be copied to Pass 3. A query will be run to show all 

records where ‘X’ has been entered. A report will be printed showing all flagged items. Where 

possible, the Data Manager will resolve queries using pre-agreed instructions agreed in the 

Data Cleaning Plan, which is stored in the Study Master File. Any queries which cannot be 

resolved will be passed to the research team for resolution.  The data may need to be 

amended and this will be done in Pass 3 by the Data Manager.  

 

All documentation is stored within the Study Master File folder dedicated to data management 

documentation. 
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6. Referenced documents 

None 

 

7. Related documents 

None 

 
8. Document History 

 

Version Date Description 

1.0 27/08/2019 New SOP 

   

 

 
 

 
 

 

This SOP is a controlled document. The current version can be viewed on the Unit’s internet site. 
Any copy reproduced from the internet site may not, at time of reading, be the current version. 


