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Site Visit Procedures

Data Quality Technical Assistance


SITE VISIT PROCEDURES FOR

DATA QUALITY TECHNICAL ASSISTANCE

9:30-11:30 a.m. or 1:30-3:30 p.m. (unless scheduled otherwise)

	APPROXIMATE

MINUTES
	WHAT WILL BE COVERED
	PERSON RESPONSIBLE

	5
	· Introduce program staff in attendance.

· Distribute copies of current DQ Checklist.
	Program Administrator

	3
	· Background: USDoE has mandated that programs must be accountable for their data collection procedures & data quality. MSDE & all its programs must be certified at the Superior Level & complete the Exemplary Level by the end of FY. Therefore, all programs must have a completed DQ Checklist which indicates they have supporting evidence that assures compliance at all three levels. Programs must be able to document/verify this evidence. Any level which has a deficiency must have the deficiency addressed in a plan that must be completed within the FY.
· Purpose of TA Visit: (1) Provide opportunity to discuss DQ–identifying what DQ procedures are in place, what procedures are planned for the duration of the fiscal year, & what additional procedures may be needed. (2) To offer assistance as needed or requested.
	Program Manager

	2
	· Introduce Self & Explain My Role: Working for/with MSDE-AELS on DQ initiatives. Have attended NRS national trainings that have dealt with Data Quality & have conducted DQ activities for MSDE’s local programs. Also handle TA for LWIS, serve on the LWIS Review Team, & update the LWIS Home Page Documents.
	Alta

	30-60
	· Quickly review format of DQ Checklist so program staff will keep it in mind as they proceed with responses to DQ Interview questions.

· Proceed through DQ Interview questions & responses.

· Request documentation as specified in the DQ Checklist.

· As responses are provided, refer to DQ Checklist as needed, discussing & hopefully reaching consensus on any DQ evidence elements that need more support, explanation, etc.
	· Alta-ask, with assistance from Program Manager

· Program staff

· All

	30
	If needed. This process may be included in the above.

Discuss responses to DQ Interview questions.

Prepare informal, summary report.
	Program Manager & Alta

	10
	· Present informal, summary report to program staff.

· Notify staff they will receive a written report within 14 working days.

· Notify staff they will need to revise/make improvements to their FY DQ operations and submit their plan to MSDE within 14 working days of the date of the written report.
	Alta, with assistance from Program Manager

	10
	Discussion of & reaction to informal report.
	Program staff

	90-120 minutes total


Materials Needed

1. Data Quality Evidence Interview Form: One for Alta & one for Program Manager.

2. Other materials will be provided by program during site visit (Current DQ Checklist & evidence/documentation).

