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University of Sheffield
Introduction
This document provides a Data Quality Policy for the University’s corporate data. It forms a part of the University’s
Information Strategy and is complementary to the Information Security Policy, the Information Access Policy, the Data
Protection and Personal Information Policy and the FoI Publication Scheme. It addresses the following Data Quality
requirements as defined in the Model Financial Memorandum between HEFCE and institutions:
“there should be effective arrangements for providing assurance to the governing body that the institution ……. has
effective arrangements for the management and quality assurance of data submitted to HESA, HEFCE and other funding
bodies (we reserve the right to use our own estimates of data where we have reason to believe institutional data are not
fit for purpose). Responsibility for the quality of data used for internal decision making and external reporting, which
must be fit for purpose, rests with the institution itself. Data submitted for funding purposes must comply with
directions published by HEFCE”
as well as compliance with the Code of Practice on Record Keeping under section 46 of the Freedom of Information Act:
“Personal data shall be accurate and where necessary, up to date”
and the University Strategic Plan priority to:
“Continue to assure the quality and safe storage of our data…”.
Definition and Scope
This policy aims to provide a guide to ensuring the quality of corporate data available within the University. It covers aims and
objectives and a range of supporting activities involving a wide range of staff and departments.
The definition of quality encompasses the relevance, correctness, completeness and timeliness of the data in our
systems, for use within the University and also by outside stakeholders.
This policy does not cover academic research data, teaching materials or data published by other organisations.
Responsibility for the University’s data is shared by staff across the whole institution.

Aims and Objectives
Aims

1. University staff should be aware of
the significance of data quality:

Objectives
•
•
•

•

2. Staff should aim to incorporate
practices that assure data quality
into system design and office
procedures:

•

Emphasise Data Quality in the induction and training of staff involved in
maintaining data, using this Policy as a guide where possible.

•

Encourage consideration of data quality during system design and
implementation.
Ensure that well documented procedures exist to define responsibilities for
data collection, entry and maintenance.
Provide security necessary to protect sensitive personal data.
Provide support and documentation to encourage accuracy and consistency
across administrative and academic departments.
Carry out periodic data quality reviews of via Internal Audit and other
appropriate means.
Use the annual Timetable of Statutory Returns, maintained Planning and
Governance Services, to monitor data quality.
Use reporting tools or management information to monitor quality of key
data.
Ensure that efforts to maintain data quality are correctly prioritised.
Analyse issues and mechanisms involved, e.g. system defects, human errors,
etc.
Identify the source of data quality problems and ensure that the relevant
people are made aware of the impact of their actions.
Make the necessary corrections to inaccurate data.
Provide support for the analysis of data quality.

•
•
•

3. The university will ensure adequate
auditing of data and compliance with
auditors’ recommendations:

•
•
•
•

4. Staff should address data quality
issues as and when they arise:

Ensure adequate governance is in place to control data quality via the Audit
Committee.
Develop awareness among senior managers of data quality assurance.
Maintain high quality data for management information and for external
returns. The Timetable of Statutory Returns is maintained Planning and
Governance Services.
Publicise measures taken to improve data quality in training courses and
documentation and other appropriate channels.

•
•
•
•
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Activities that support the aims of this policy.

1. University staff should be aware of the significance of data quality…
•
•
•
•
•
•
•

The Data Assurance Group monitors and promotes data quality assurance.
The formal sign off for HESA and HEFCE returns is carried out by the Vice-Chancellor.
A transaction log of business with HEFCE is maintained by the Vice-Chancellor’s office.
UEB and Audit Committee are advised on the annual statutory return cycle and any changes to compliance.
Data quality monitoring is undertaken by the CiCS Data Quality Office and Planning and Governance Services.
Data quality is emphasised during the training of new data entry staff, including temporary and seasonal staff.
Staff are made aware of the value of the data they handle as well as where and when it is used in key processes.

2. Staff should aim to incorporate practices that assure data quality into system design and office procedures…
•
•
•
•
•

Staff liaise adequately with colleagues where data is shared across offices.
Data quality responsibilities are built into relevant job descriptions and included in the SRDS process.
SAP/CIS security permissions are used to control access to personal data.
Staff are encouraged to collaborate in order to identify, document and publicise best practice.
Reliance on lone individuals for key processes is minimised by job shadowing, knowledge transfer and clear
documentation.

3. The university will ensure adequate auditing of data and compliance with auditors’ recommendations…
•
•
•
•

Internal audit is commissioned to look at key areas and build data quality monitoring into standard annual work
patterns.
The University completes an annual cross check of HESA and HESES student data.
Staff are encouraged to report issues to those directly responsible for the data.
The University actively identifies key areas to monitor and sets reasonable tolerances where appropriate.

4. Staff should address data quality issues as and when they arise…
•
•
•
•

Staff may be brought together from several departments in order to analyse complex data problems.
Recurring data problems are reported to managers and traced back to the source of the problem.
Depending on resources, bulk corrections may be performed programmatically by CiCS or manually by data entry
staff.
uReports, SAP reports and CiCS Information Support are all available to support data quality assurance.
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