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The purpose of this policy is to outline Three Rivers District Council’s approach to improving data quality.  Accurate, high-quality, timely and comprehensive information underpins the Council’s performance management system, and is vital to support good decision-making and improved service outcomes across all services and at all levels.  

The Council also needs reliable, accurate and timely information with which to manage services, account for our performance and to keep residents and service users informed of our progress.  The information we produce needs to be accessible to enable service users, the general public, and our partners to make informed decisions. 

To help us make decisions about our priorities and use of resources, we actively encourage a performance management culture to:

· Manage resources effectively to achieve our ambitions and priorities

· Facilitate timely access to performance reports for Service Managers, Members and Senior Management

· Ensure that performance information is used to drive improvement leading to better services for local people

· Monitor and review our performance. 

The consequence of not addressing data quality is information that may be out of date or inaccurate. This in turn could lead to faulty decision making and ineffective use of resources. 

[bookmark: _Toc523318523]Our Commitment 

We provide a wide range of services to a diverse community – people who live, work, visit and do business in the district.  We want to ensure that all services maintain high quality service provision, provide value for money, are customer focussed and achieve high customer satisfaction results.  We want our customers to consistently receive first class customer service, and we recognise the importance of reliable information in delivering this. 

We are committed to ensuring the highest standards of data quality and aim to provide reliable, accurate and timely information at all times.  We are also committed to improving our data management within the organisation and in partnership with others.

All Council staff and Members are required to adhere to the Data Quality Policy. The Policy is fully supported by the Council’s Management Board, The Director of Finance has responsibility for Data Quality.

The Three Rivers Strategic plan can be found here.
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We have taken steps to improve our activities and systems that are involved in collecting and analysing the data which underpins our performance information.  However, as performance management and assessment regimes are becoming increasingly reliant on performance information, the need for reliable data is even more important.

Six key characteristics of good quality data:
[bookmark: table3]
1.1. Accuracy
Data should be sufficiently accurate for the intended purpose and should be captured only once, although it may have multiple uses. Data should be captured at the point of activity.

· Data is always captured at the point of activity. Performance data is directly input into Performance Data Collection (PDC) by the service manager or nominated data entry staff.
· Where appropriate, base data, i.e. denominators and numerators, will be input into the system which will then calculate the result. These have been determined in accordance with published guidance or agreed locally. This will eliminate calculation errors at this stage of the process, as well as provide contextual information for the reader.
· Data used for multiple purposes, such as population and number of households, is input once by the system administrator.
· Service heads will give an assurance as to the accuracy of data under their control 
· Procedure notes are produced and kept up-to-date for all performance data captured on the PDC system (see appendix A for an example).

1.2. Validity
Data should be recorded and used in compliance with relevant requirements, including the correct application of any rules or definitions. This will ensure consistency between periods and with similar organisations, measuring what is intended to be measured.

· Relevant guidance and definitions are provided for all statutory performance indicators. Service Heads are informed of any revisions and amendments within 24 hours of receipt from the relevant government department. Local performance indicators comply with locally agreed guidance and definitions.

1.3. Reliability
Data should reflect stable and consistent data collection procedures across collection points and over time. Progress toward performance targets should reflect real changes rather than variations in data collection approaches or methods.

· Source data is clearly identified and readily available from manual, automated or other systems and records. Protocols exist where data is provided from a third party, such as Hertfordshire Constabulary and Hertfordshire County Council

1.4. Timeliness
Data should be captured as quickly as possible after the event or activity and must be available for the intended use within a reasonable time period. Data must be available quickly and frequently enough to support information needs and to influence service or management decisions.

· Performance data is requested to be available within one calendar month from the end of the previous quarter and is subsequently reported to Management Board, quarterly and to Members on a bi-annual basis. 

1.5. Relevance
Data captured should be relevant to the purposes for which it is to be used.  This will require a periodic review of requirements to reflect changing needs.

· We have a duty to collect and report performance information against a wide range of indicators.  Where appropriate each service will identify reliable local performance indicators to manage performance and drive improvement.  These are reviewed on an annual basis to ensure relevance.

1.6. Completeness
Data requirements should be clearly specified based on the information needs of the organisation and data collection processes matched to these requirements.

· Checks will be made to ensure for completeness of data.  Procedure notes will be reviewed and updated where necessary to ensure all the six key characteristics are maintained.

Everyone in the organisation is involved in data collection

Types of Data

	· Consultation
	· Employee data

	· Financial data
	· Contracts data and contractor lists

	· Address data bases
	· Community groups 

	· Applications and forms
	· Partnerships data

	· Requests for service
	· Facts

	· Performance data
	· Names / Addresses

	· Customer lists
	· Items of information

	· Feedback
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The Council’s Director of Finance is the lead officer for data quality.

With regard to performance indicators, each service has nominated in its service plan an officer or officers responsible for source data, data entry and checking the data.

The accuracy of data held within computer systems is the responsibility of nominated systems administrators and the ICT Manager has overall responsibility for data security.

The Council needs to be assured that the information it uses to demonstrate its performance is accurate and timely, otherwise we will not be able to properly plan and deliver the services we provide.  Producing data which is fit for purpose should not be an end in itself, but an integral part of our operational, performance management, and governance arrangements.  If we put data quality at the heart of our performance management systems we will be more likely to actively manage data in all aspects of our day-to-day business, in a way which is proportionate to the cost of collection, and turning that data into reliable information. 
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To help us achieve the highest standards of data quality, we have set ourselves the following objectives:   
· To ensure that the information we use is:
· high quality
· consistent
· timely
· comprehensive
· held securely and confidentially.

· To put in place arrangements council-wide to secure the quality of data we use to manage our services and demonstrate our performance (via procedure notes and PDC).

· To make clear what we expect from our staff and Members in terms of the standards of data quality, and communicate these expectations
· To put in place systems, policies and procedures to ensure the highest possible data quality
· To ensure that we put in place the right resources, and in particular have the right people with the right skills, so that we have timely and accurate performance information
· To ensure that there are clear protocols in place where information is shared with partners

· To ensure that we have the right controls in place so that we achieve what is expected of us

· To ensure that data is stored, used and shared in accordance with the law including the Data Protection Act and Freedom of Information Act.
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We are committed to collecting and processing data according to national and locally defined standards. Where national standards are not available or are not sufficient, local standards will be developed and implemented. 

Where possible, data must be corrected at source and it will be the responsibility of the service managers to ensure that this happens. 

A formal set of quality requirements, in the form of a procedure note, will be applied to all data used by the organisation which is shared externally, or which is provided by a third-party organisation.  

The Council will aim to provide good quality data to all our partners and will expect to receive an equally high standard from our partners in return.  
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Within the Council information and data quality is everyone’s responsibility.  More specifically we have set out the following roles and responsibilities to help us achieve the highest standards of data quality: 

· The Director of Finance has senior management responsibility for data quality (with delegated authority from the Chief Executive)

· Internal Audit is responsible for checking performance and data quality procedures are adhered to. 

· The Performance & Projects Manager in the Community Partnership Unit is responsible for promoting Data Quality and Performance Management throughout the organisation and will provide support and guidance to services and teams.

· Heads of Service and Team Managers are responsible for ensuring that adequate, safe systems holding an acceptable standard of information are developed and maintained and that the performance information they provide is accurate, timely and meets relevant guidance. They are also responsible for ensuring the implementation of corporate policy and procedures, the development of service based policies and procedures, and the completeness of procedure notes for all performance indicators.

· All staff will be made aware of the responsibilities of who inputs, stores, retrieves or otherwise manages data to ensure that it is of the highest quality, via procedure notes.

· All staff will be responsible for following and complying with the policies and procedures and all line managers for ensuring that this is the case in their respective teams.  It is the responsibility of all managers to ensure that their staff are fully aware of their obligations to maintain complete, accurate and timely records. 

· Performance Data Collection Officers in all service areas will take particular responsibility for the quality of the data used to report performance and drive improvement within individual service delivery units.

· Partners and external agencies will also have DQ policies and standards

Everyone in the organisation will be responsible for complying with the Data Quality Policy.
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The Council is committed to ensuring that it has the right people with the right skills, using the right processes and systems, to deliver our services in line with its strategic themes and aims.  Training and development of staff is key to the achievement of high levels of data quality. The following principles will be met to achieve this: 
· All existing staff will receive information on the Council’s performance reporting procedures, including the importance of data quality at induction

· All new staff who use Information Systems will receive training in the use of these systems
· Policies, procedures and guidance will be developed for appropriate work and copies provided to all staff engaged in data quality work. 
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The Council recognises the importance of communicating expectations of data quality to staff and Members, and where appropriate, to the public.

· Policies and procedures will be communicated to all staff.  Procedure notes will be used to assist staff, in each unit reporting data, to promote the importance and raise awareness of data quality.

· A performance management culture will be communicated and embedded across the Council to raise its importance as a corporate priority.

· Data Quality Policy, Procedure Notes and the PDC are all available via the intranet – see ‘Performance and Financial Management on the ‘Home’ page.
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Three Rivers District Council will comply with the Data Protection Act and General Data Protection (GDPR) principles (see below) and ensure that personal data is:

· Processed fairly and lawfully and in a transparent manner
· Obtained for one or more specified, explicit and lawful purposes
· Adequate, relevant and only limited to what is required
· Accurate and where necessary kept up to date
· Not kept in a form which permits identification of data subjects for longer than is necessary 
· Processed in accordance with the rights of data subjects
· Processed in a manner that ensures appropriate security of the personal data.

As part of the Council’s approach to data quality management we will ensure that we adequately manage the risks associated with data quality (see below).  

Services will complete Privacy Notices, where appropriate, using the Template located in the Common Information Area.  Further supporting information is also available for GDPR in the Common Information Area

Useful Links to supporting Policies

Data Protection See above

Data Sharing Protocol The aim of this document is to facilitate sharing of all personal and sensitive information between the public, private and voluntary sectors so that members of the public receive appropriate services.

Data Sharing Agreement Template If a Data Sharing agreement is needed this template will assist.

Data Protection Procedure Data protection is a responsibility shared by all employees of the Authority. Employees must familiarise themselves with and observe at all times these Rules and Procedures relating to data protection and any additional instructions which may be issued from time to time.

Document Management Policy Information is a major asset which TRDC has a responsibility and requirement to protect.  Protecting information assets is not simply limited to covering the stocks of information (electronic data or paper records) that the Council maintains

Freedom of Information Guidance This guide is specifically designed to help you deal with requests for information made under the terms of the Freedom of Information Act.

Risk Management Strategy The Council will ensure that risk identification, assessment and management is a routine part of decision-making, in much the same way that consideration is given to budget availability or staffing resource.
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The Director of Finance will take the lead role on data quality issues.  Internal Audit will provide internal assurance controls. 

Data quality will be regularly monitored by the Strategic Directors at Management Team Meetings. 

Procedures notes for data capture, processing and storage must be reviewed and updated regularly.  These procedures will include specific arrangements for ensuring data quality at the point of data capture, during the processing of that data, and appropriate data quality checks before data/information is released. 

Responsibility for this will rest with the nominated ‘responsible officer’ who is responsible for the data capture or data processing system and any issues should be escalated to the appropriate Head of Service. 

The Council recognises the need to achieve a balance between the resources required to set and meet data quality standards and the relative benefits this can bring.  It will take this into account in developing its approach to monitoring and reviewing data quality management.  It will be necessary to focus resources on data that the Council regards as critical to its overall business objectives.  

The purpose of the data quality monitoring process is to ensure that the Council supports a learning culture so that current issues can be identified and minimised (or resolved), and future mistakes can be avoided.  All members of staff are encouraged to report any data quality issues, and to facilitate action to continually improve our standards. 





Data Quality

Reports to The Council Committees and Management Board all contain a Data Quality Section, which must be completed when the report contains data, see the extract below.
Data sources:
Please list the sources of any data provided in the report
Data checked by: 
Insert name and title of officer who has checked data.
Data rating: Tick (  ) one box in table below – see below for definitions.
Poor – data is collected manually, or electronic records are manually analysed. No data quality checks are made.

Sufficient – data is collected electronically, and basic analysis is electronically calculated. No data quality checks are made.

High – data is collected electronically, data samples are checked for validity, and errors corrected before final electronic calculation of results. Data quality checks are systematically applied e.g. to Market Research Society standards.

	1
	Poor
	

	2
	Sufficient
	

	3
	High
	






Example Performance Indicator Procedure note			Appendix A
	Entered on to PDC?
	Yes/No?

	1
	PI Reference (alpha/numeric)

	LL29

	2
	PI Title

	No of attendances by children from low income families at Easter and summer play schemes 

	3
	Purpose of indicator

	To ensure that holiday playschemes are accessible to low income families

	4
	Full definition
	Number of sessional (daily) attendances by children on the TRDC referral scheme at each of five holiday play schemes (Easter and Summer): 
Maple Cross  (4--12 yrs)
Divine Saviour  (4 -7 yrs)
Divine Saviour  (8-12 yrs)
York Meade (4-7 yrs)
York Meade (8-12 yrs) 
Greenfields (4 – 7 yrs)
Greenfields (8-12 yrs)

	5a
	Calculation formula
	Sum of daily sessional totals for each playscheme by referral scheme members

	5b
	Data format / decimal places
	Integers (no decimals)

	5c
	Preferred status?
	High

	6a
	Targets


	2018/19
	2019/20
	2020/21

	
	
	Q1   230
Q2   535
Q3       0
Q4       0
Total 765
	Q1   250
Q2   550
Q3       0
Q4       0
Total 800
	Q1   250
Q2   550
Q3       0
Q4       0
Total 800

	6b
	Tolerance?
	+/- 10%

	7
	Frequency of collection / reporting
	Collected at end of each scheme (i.e. Easter and summer)

	8
	Data collection and storage (inc. file-path)
	Electronic records generated by Gladstone/Plus 2 booking software operated by TRDC CSC

	9
	Supporting evidence available? (inc. file-path)
	Raw database is booking records held by Gladstone/Plus2

	10a
	Responsibility for provision and calculated by?
	Chelsi Langsford, Play Development Officer

	10b
	If third party - data provision/sharing agreement?
	n/a

	10c
	If third party - quality checks / data quality policy?
	n/a

	11
	Checking method
	Checking against Plus 2 reports

	12
	Verified by
	Chelsi Langsford, Play Development Officer

	13
	Entered onto PDC by
	Kelly Barnard, Customer & Contracts Officer

	14a
	Externally reported?
	No

	14b
	If yes, where and by who?
	n/a

	15
	Other details
	

	16
	Reason for change
	

	17
	Service Head
	Ray Figg, Head of Community Services 

	18
	Revision date
	December 2018
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