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4. SUBMITTING YOUR DATA

Once you have completed your survey, you will need to submit your data so that it can be
captured into the SABAP2 database. There are two ways of doing this:

(1) by completing a Field Data Sheet and posting it to the ADU (SABAP2, Avian
Demography Unit, University of Cape Town, Rondebosch, 7701), or

(2) by using the electronic Data Management System designed specifically for SABAP2
and then emailing the data to the ADU.

To streamline data processing, we would like to encourage the use of the Data Management
System (i.e. email submissions) but realize that these will be limited to those observers who
have computers and email and/or internet facilities.

4.1 Completing the Field Data Sheet

If you use the Field Record Sheet, a notebook or dictaphone to record your observations in
the field and you intend posting your data sheets you will need to transfer your records to
the appropriate Field Data Sheet before submitting them. If you have used a data sheet in
the field you can post these directly to the ADU. Please note that SABAP2 will only
accept checklists that are submitted (posted) using the official SABAP2 Field Data
Sheet (Field Record Sheets, notebook records, or records in any other format will not
be accepted). It is important, however, that all of the fields have been entered correctly
before you submit each checklist. An example of a completed checklist is given below:

Please take note of the following:

Dates: enter the dates on which you started and finished
observations respectively. Use DDMMYYYY
format.

Observer no.: this is the number that you received once you
registered and corresponds to your ADU number. If
you already have an ADU number, then please use
this number for SABAP2.

Name: please supply your full name to avoid duplication
errors.

Pentad code: ensure that you have entered the correct code for
the pentad (refer to pg. 4).

Start time: write down the time you started observations in the
pentad. Use HH:MM format.

0-1, 1-2, etc.: fill in the total number of species seen after each
hour of observation up to a maximum of 10 hours.
Remember, this is a cumulative total over the
number of hours observed and not a new species
total for each hour. Thus, in the example given,
Rock Dove was the 24th species seen after the first
hour, African Sacred Ibis the 39th species recorded
after two hours, etc.
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Ttl species: write down the total number of species you
recorded during the time you observed in the
pentad.

Ttl hours: write down the total number of hours you actually
spent observing.

Did you cover all the habitats: circle Y if you covered all the habitats in the pentad
for this survey, or N if you did not cover all habitats.

Did you make observations at night: circle Y to indicate if you atlased during the night
(i.e. between sunset and sunrise) as part of this
survey, even if no new birds were recorded. Circle
N if you did not survey during the night.

If you have recorded any additional information (see pg. 9) for particular species then you
will need to complete the Additional Information Sheet, as shown below. It is important to
remember to complete one section per species. Please staple any Additional Information
Sheets to the appropriate Field Data Sheet before posting the forms to the ADU.

4.2 Using the SABAP2 Data Management System

If you intend to capture your records electroniaclly using the SABAP2 Data Management
System you can either capture your records directly into the system from your
notebook/Field Record Sheet or directly from a Field Data Sheet. The Data Management
System comes with its own manual and using the software is explained in more detail in the
manual. A brief summary is provided here. The system has been designed to make it as
user friendly as possible and after a few attempts one should be familiar with the process.

· If you have transcribed your records on to Field Data Sheet, you will need to just
enter the species reference code (e.g. 00015, 09807, etc.) when capturing the data
and allows you to work systematically through the list regardless of the sequence
order. The software automatically lists the species in the correct sequence as they
are added.

· If you prefer to enter directly from your notebook or Field Record Sheet an
alphabetical listing of species is provided which allows you to type in the first few
letters and then select your species that you wish to add to your records. Doing it
this way keeps the sequencing in order.

· The software also comes with built-in management systems which helps you keep
track of which pentads you have covered, how many surveys you have carried out
per pentad, when you carried out these surveys and a mapping feature which plots
the pentads you have covered.

· Please note that if you intend to use the system, please consult the manual
thoroughly before entering data.

· The software and manual are available on the CD Starter Kit. Any updates to the
Data Management System will be announced via the SABAP2 website and through
project newsletters, and upgrades will be available to download via the website or
on CD.









4.3 Rarities and out-of-range records

4.3.1 National rarities

If you record one of the species listed as a national rarity (see Appendix 1) during an atlas
survey, you will need to complete and submit a Rarities Form to the relevant Regional Atlas
Committee (RAC) who will adjudicate the record. If the RAC cannot adjudicate the record it will
be passed on to the National Rarities Committee. When this record is submitted to SABAP2 it
will be flagged in the SABAP2 database as ‘pending adjudication from rarities committee’
before being accepted as a record for SABAP2.

The raritiy form is available on the SABAP2 Starter Kit CD, or it can be downloaded from the
SABAP2 website (www.sabap2.org) and the BirdLife South Africa website (www.birdlife.org.za
click on ‘Rarities Submissions’). Forms are also obtainable directly from BirdLife South Africa
(Tel. 011 789 1122, Fax. 011 789 5188, email: neil.smith@sabap2.org) or the ADU (Tel. 021
650 2330, Fax. 021 650 3434, email: doug.harebottle@sabap2.org).

4.3.2 Out-of-range species

Out-of-range records will be automatically generated by the SABAP2 database management
system as data are submitted. As new records are incorporated into the SABAP2 database,
the system checks these records against existing SABAP2 data (i.e. pentads) and then with
SABAP1 data (i.e. QDGCs). If an updated regional list is available the data is then compared
against this list. If there is no match to SABAP2 or SABAP1 or a relevant regional list then the
record is flagged as out-of-range.

If a species is flagged as out-of-range from your submitted data, an Out-of-Range Form (ORF)
is produced and sent back to you, either electronically (if you have an email address) or
posted or faxed to you. You will then be required to review the ORF and then complete the
Species Verification Sheet that is sent with the ORF and forward it to the relevant RAC for
adjudication.

Please note:

1) Six regional rarities committees have been established to verify rarities and out-of-
range records.

2) Please consult the SABAP2 website (www.sabap2.org) for the contact details of the
relevant RAC chairperson to whom you need to send your rarity and species
verification forms.

3) Email submissions are encouraged and recommended, but should you not have
access to this facility then you should fax or post forms to the RAC chairperson.
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4.3.3 Incidental records

During SABAP1, no provision was made for the recording of incidental observations – unless
a record was on an atlas checklist, it was not part of the database. This meant that records of
rarities and vagrants made during the atlas period were not captured. This has been remedied
in SABAP2 and we have now made provision for you to report rare species (see list in
Appendix 1) or out-of-range species when you are not atlasing. This means that if you are
doing general birding or driving on holiday and you see a rare bird or a species that is not
known to occur within its known distribution (as per the field guides, SABAP1 or regional rarity
lists) then you have the opportunity to report this observation to SABAP2. These records will
be kept separate in the database, and once verified, will be used in the final atlas publication.

�� � � � � �� 	
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To report an incidental observation you can either complete an Incidental Observation Form
(see example below) which is included in the Starter’s Kit CD and post it to the SABAP2 office
(Avian Demography Unit, University of Cape Town, Rondebosch, 7701) or complete the form
within the electronic SABAP2 Data Management System which will then be sent by email to
the SABAP2 office.

In addition to submitting the Incidental Observation Form you will need to complete a Rarities
Form (see above on where to get this form). As for any rarity or out-of-range species this form
must be sent to either the National Rarities Committee or the appropriate Regional Atlas
Committee for adjudication (see contact details below).
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At least one of the location identifiers (Pentad, QDGC, Latitudeand Longitude) should be included
whenever possible. A textual description of the location MUST beentered into the Location field.

Attach an additional sheet for extraspace if required.
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