Guidelines for access to and use of NSW unit record criminal incident data
1. About this Manual  
You should read these guidelines if you are considering entering into an agreement with the NSW Bureau of Crime Statistics and Research (BOCSAR) to obtain access to unit record file data from BOCSAR’s recorded crime database or spatial database of criminal incidents in NSW. Strict conditions apply to the access of this information because these datasets contain highly sensitive criminal incident data which can identify victims and offenders involved in crimes reported to and recorded by NSW Police. The guidelines and requirements are designed to protect this information and ensure that the criminal incident data are only used for bona fide research purposes by suitably qualified persons who have been deemed Authorised Users.    
2. Authorised Users  
An Authorised User of unit record criminal incident data is a person who has met the specified requirements for access. Individuals wishing to become Authorised Users are required to sign the attached Deed of Access to unit record crime data. The Deed of Access must be witnessed by the head of the relevant organisation (e.g. Head of School, Director of Research, CEO). 
3. Who is Eligible for Access?  
Access is at the discretion of the Executive Director of the Bureau of Crime Statistics and Research (BOCSAR) or, in his or her absence, the Director of BOCSAR. Following is a list of the types of users who may be considered for access to unit record criminal incident data.  
Users in Australia  
· Academics at an Australian University, Institute of Technology or TAFE;  
· Researchers attached to an Australian University, Institute of Technology or TAFE;  
· Masters or PhD students at an Australian University, Institute of Technology or TAFE; 
· Researchers employed by an Australian Commonwealth or State/Territory agency; 
· Researchers from community based organisations;  
· Researchers from consultancy firms;
· Researchers within statutory bodies whose primary business is research.  
Overseas Users  
· Academics at an overseas university;  
· Masters or PhD students at an overseas university;
· Researchers at overseas government agencies who intend to use the data for research purposes;  
· Overseas researchers who work at a private institution whose primary business is research and who intend to use the data for research purposes.  
4. Conditions of access to unit record criminal incident data
In order to obtain access to unit record criminal incident data, applicants must: 

· Complete the Deed of Access form attached to this document.
· Provide a copy of their Human Research Ethics Committee application and approval for the proposed research (the approval must specifically mention and cover off the risks associated with the use of unit record criminal incident data).
· Note any and all locations in which the data will be stored. 

· Ensure that the unit record criminal incident data are securely stored on a password protected computer for the duration of the project. The physical location of the computer must be provided; if it is stored on a laptop, USB drive, CD, DVD, or removable hard drive, the physical location where the laptop, drive or disc is usually held must be provided. Transporting copies of the datasets from one place to another should be kept to a minimum and may only be transported by an authorised user of that data.
· Destroy all unit record criminal incident datasets on completion of the specified project. This includes deleting all electronic copies of the data from USB drives, CDs, DVDs, removable hard drives, laptop computers, computer servers, contained within email accounts as attachments and shredding any paper documents with unit record output. Written confirmation of the destruction is to be provided to BOCSAR on completion of the project. Users are responsible for the datasets they hold until this is done. If a user ceases to be employed by an organisation, they must relinquish their responsibilities for the dataset before they leave the organisation. If they wish to continue using the dataset at their new place of employment, they need to reapply for access to the dataset.
· Agree not to release unit record criminal incident data, either wholly or partially, to any unauthorised person or to make any copies of the unit record criminal incident data for any purpose other than that specified in the Deed of Access. 

· Not to release any unit record criminal incident data (aggregate or unit level) which has the capacity to identify any person or an address. This includes data presented in aggregate form where cells are highly specific and have single counts.  
· Extreme care must be taken when creating crime maps not to identify or potentially identify individuals. Spatial crime data is NOT to be plotted on a ‘dot’ map or presented by any other visual means where specific addresses can be identified or the location of an offence is narrowed down to less than a residential block.   

· Acknowledge BOCSAR as the source of the data in any publication or presentation using unit record criminal incident data. The acknowledgement should take the following form: Source: NSW Bureau of Crime Statistics and Research: <insert BOCSAR reference code
 and year> 

· Provide the Executive Director or Director of BOCSAR via bcsr@justice.nsw.gov.au with an electronic copy of any and every research report, article or conference presentation at least a fortnight prior to publication/presentation. 
· Inform the Executive Director or Director of BOCSAR via bcsr@justice.nsw.gov.au:
· of any changes to your contact details ( e.g  phone numbers, address, email address and/or changes of employer);
· of any breaches of security;  
· of any changes to the expected time of completion of your research; 
· if you wish to use the dataset for a different research topic to that which was agreed to;
· if you lose the dataset; or 
· if you wish to relinquish responsibility for a dataset. 
 5. Fees for access to unit record criminal incident data
The fee for access to unit record criminal incident data varies depending on the time required to complete the data extraction. Programming/GIS time is charged at $500 (incl. GST) for the first two hours of programming, plus $250 (incl. GST) for additional hour (or part thereof) to complete the request.
Applicants for access data will be given an indicative fee once the data specification has been settled. Changes to data specifications following extraction of data are charged at the same rate as new extractions. 
Access fees apply to all applicants other than those from NSW State Government agencies.  Data access fees are not charged to applicants from NSW State Government agencies.
6. Time standards for unit record data requests

BOCSAR aims to complete all unit record criminal incident data requests within 20 days of receiving the completely specified request and all accompanying paperwork and documentation. 
Deed of access to Unit Record Criminal Incident Data
(Please read Guidelines for Access to Unit Record Criminal Incident Data before completing this Application)
1.
APPLICANT(S)

	


2.
HOST INSTITUTION

	


3.
TITLE OF RESEARCH 
	



Have you previously done research in the area:
Yes
 FORMCHECKBOX 


No 
 FORMCHECKBOX 

If Yes, please provide details:

4.
APPLICANTS’ RESPONSIBILITIES

	Name of Authorised User
	Project Responsibility

Include a description of activities and whether the individual will control their own copy of the ROD dataset (to be subject to the conditions described in part 12 of this application). 


	
	Eg. Principal Investigator



	
	Eg. Co-investigator/ research assistant 



	
	Other


5.
AIM(S) OF RESEARCH

	


6.    RESEARCH STRATEGY

	


7.
DATA SPECIFICATION

	


8.
POLICY RELEVANCE

	


9.
ETHICS APPROVAL


Has ethics approval has been sought/obtained
Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

	Approval No.:

Date of Approval: 

Please also provide copies of ethics application and approval


10.
ACCESS TO DATA OR OTHER SUPPORT


Is the project contingent on support or the provision of access to data from another agency?


Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

	If Yes, provide written confirmation that access has been approved.


11.
EXPECTED TIMETABLE FOR COMPLETION OF PROPOSED RESEARCH

	Commencement Date:
	

	Commencing dates for each significant stage:
	

	Conclusion Date:
	


12.
AGREEMENT TO CONDITIONS OF ACCESS (Original signatures required. Please replicate if more than 4 proposed Authorised Users)

	Condition
	Authorised User 1’s Signature 
	Authorised User 2’s Signature
	Authorised User 3’s Signature
	Authorised User 4’s Signature

	I will ensure that the unit record criminal incident data obtained for this project are securely stored on a password protected computer for the duration of the project. 

The physical location of the computer is:____________________________ _____________________________________________________________

If the dataset is stored on a laptop, USB drive, CD, DVD, or removable hard drive, the physical location/s where the laptop, drive or disc is usually held is:  

______________________________________________________________

I will ensure that transporting copies of the datasets will be kept to a minimum and will only be transported by an Authorised User of the dataset.


	
	
	
	

	I will ensure that all unit record criminal incident data, electronic (including stored on a laptop, USB drive, CD, DVD, or removable hard drive) and paper, obtained for this project are destroyed at the completion of the project. I will confirm this destruction in writing to the Executive Director or Director of BOCSAR via bcsr@dcj.nsw.gov.au. 
	
	
	
	

	I agree not to make any copies of the unit record criminal incident data, either wholly or partly, for any purpose other than that specified in this Deed of Access.  
	
	
	
	

	I will ensure that unit record criminal incident data obtained for this project, either wholly or partly, are not released to, shared with or viewed by any unauthorised person not named in this Deed of Access.
	
	
	
	

	I will ensure that no criminal incident data is released which has the capacity to identify any person or address. This includes data presented in aggregate form where cells are highly specific and have single counts.
	
	
	
	

	I will ensure not to use or display spatial crime data to identify or potentially identify individuals, specific addresses, or where the location of an offence is narrowed down to less than a residential block. 
	
	
	
	

	I will ensure that BOCSAR is acknowledged as the source of the unit record criminal incident data in any publication or presentation arising from this research.
	
	
	
	

	I will provide the Executive Director or Director of BOCSAR via bcsr@dcj.nsw.gov.au with an electronic copy of any and every research report, article or conference presentation using this data at least a fortnight prior to publication/presentation. 
	
	
	
	

	I will inform the Executive Director or Director of BOCSAR immediately if there are any changes to the project including:

· my contact details (phone numbers, address, email address and/or changes of employer)
· any personnel changes among any applicants or investigators named in this Deed of Access
· any breaches of security of the dataset by myself or others
· wanting to use the dataset for a different research topic to that which was agreed to 
· changes to the expected time of completion of the research
· wanting to relinquish responsibility for the dataset, or
· if the dataset is lost. 


	
	
	
	


13.
PRINCIPAL AUTHORISED USER AND CONTACT POINT 


Please nominate a principal Authorised User for the project who will have primary responsibility for ensuring the conditions at 12 are met and who can serve as a contact for BOCSAR.

Name of the Principal Authorised User who will ensure that conditions of access are met

	Name of Principal Authorised User
	

	Signature of Principal Authorised User 
	

	Date:
	


14. 
ENDORSEMENT OF RESEARCH (original signatures required)

	Name of Principal Investigator 
	

	Signature of Principal investigator 
	

	Date:
	

	Name of Head of School (CEO or Director of Research) 
	

	Signature of Head of School (CEO or Director of Research 
	

	Date: 
	


Authorised User Personal Details Form

Details for First Applicant

	Name in full (Prof / Dr / Mr / Ms)
	

	Status in Project

(Principal Researcher, Research Adviser, Research Assistant etc)
	

	Address for correspondence
	

	Contact Numbers
	Work:
	Mobile:

	Email
	

	Occupation / Appointment(s)
	

	Details of Employer
	Name:

	
	Address:




Details for Second Applicant

	Name in full (Prof / Dr / Mr / Ms)
	

	Status in Project

(Principal Researcher, Research Adviser, Research Assistant etc)
	

	Address for correspondence
	

	Contact Numbers
	Work:
	Mobile:

	Email
	

	Occupation / Appointment(s)
	

	Details of Employer
	Name:

	
	Address:




Details for Third Applicant

	Name in full (Prof / Dr / Mr / Ms)
	

	Status in Project

(Principal Researcher, Research Adviser, Research Assistant etc)
	

	Address for correspondence
	

	Contact Numbers
	Work:
	Mobile:

	Email
	

	Occupation / Appointment(s)
	

	Details of Employer
	Name:

	
	Address:




Details for Fourth Applicant

	Name in full (Prof / Dr / Mr / Ms)
	

	Status in Project

(Principal Researcher, Research Adviser, Research Assistant etc)
	

	Address for correspondence
	

	Contact Numbers
	Work:
	Mobile:

	Email
	

	Occupation / Appointment(s)
	

	Details of Employer
	Name:

	
	Address:




Contact Details  
For enquiries about access to the datasets  
Please contact Jackie Fitzgerald 
NSW Bureau of Crime Statistics and Research 
Tel: +61 2 8688 9800
Email: bcsr@dcj.nsw.gov.au
WWW: www.bocsar.nsw.gov.au  
� The BOCSAR reference code allows us to retrieve the computer program that generated the data. For spatial data, it normally takes the form of the letters ‘map’ followed by a six digit number, followed by two lower case letters (the initials of the programmer). An example would be: map1210627nm. For other unit record criminal incident data, it normally takes the form of two letters (the initials of the programmer) followed by a six digit number, The code will appear in any correspondence sent by BOCSAR concerning the dataset. 





�	Only those persons whose details are listed at (4) below will be regarded as Authorised Users. Indicate Prof./Dr./Mr./Ms - name in full, surname last. Personal Particulars Form and a c.v. of no more than 2 A4 pages for each Applicant to be attached.


�	This is the institution from which the proposed research will be conducted/supervised. Consent to the Conduct of Proposed Research by or on behalf of the Head of the Centre or Institution will be required. Name and address to be provided.


�	Principal Researcher with day-to-day responsibility for the entire project; Research Assistant; Research Adviser; etc. Please insert additional rows and responsibilities to suit. If Research Assistants are not yet appointed please state this.


� Summarise the aims of the research (no more than 100 words).


� Explain how the analysis of criminal incident data will meet the aims of the research (i.e. what is the research design).


� State precisely what criminal incident data you want BOCSAR to extract. This should include both the variables you wish to include in the data extract and the data extraction criteria.


� Policy relevance may arise out of the following questions:  �(a)	Does the proposal contribute to knowledge of crime trends which could be used for planning and resource 	allocation by government agencies?


(b)	Does the proposal examine an under-researched topic?


(c)	Is the topic of relevance to a current or emerging serious criminal justice issue?


(d)	Will the findings be of benefit in developing new policies or procedures for dealing with the crime problem in question?


(e)	Will the findings be of benefit in devising crime reduction strategies?


(f)		Will the findings assist in developing police policies or practices?


(g)	Will the findings be of benefit in devising legislative reform proposals?


(h)	Will the findings support and assist in the development of existing work by government agencies?


(i)		Will the findings inform training activities for criminal justice personnel?


(j)		Will the findings assist victim support activities or services?


(k) 	Will the findings assist in offender support activities or services?


(l) 	Will the findings contribute to statistical data holdings?


�	Personal Particulars Form for each applicant together with a c.v. of no more than 2 A4 pages (double sided) to be attached (c.v. should cover qualifications and main publications).





