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COMPANY NAME Data Quality Policy 
SCOPE
[bookmark: _GoBack]This policy applies to the administrative and clinical patient related activity data contained within the organisations’ electronic and paper-based systems.
This policy is a statement of intent which members of staff are expected to follow and should be regarded as mandatory by all staff. Failure to follow a policy could result in disciplinary action being taken, up to and including dismissal.
Patient data is collected and processed by staff across the organisation. Data quality may be affected by a wide range of activities; the need for good quality data must therefore be embedded in the culture, values and actions of staff.
COMMITMENTS
The organisation will:
· Ensure that operational staff are fully aware of the importance and value of good quality patient data.
· Continue to identify and implement ways of achieving and sustaining improved data quality through training, technical and process developments and collaborative working between staff.
· Continue to set standards for patient data quality that are challenging, consistent with national targets and support high quality patient care.
· Maintain and regularly review its Information Governance Policies to ensure that it continues to underpin data quality principles. Staff must abide by the principles contained in the Data Protection, Confidentiality and Disclosures Policy, and in particular, be familiar with the principles set out in the Data Protection Act (2018) and the General Data Protection Regulation (EU) 2016/679).
· Have a nominated SIRO and IG Lead who will ensure that Data Protection principles are fully observed and complied with
· Ensure staff abide by the organisation’s policy for the communication of personal and sensitive data in the process of rectifying data quality issues. 
· Ensure users sign a confidentiality clause and an undertaking to take reasonable steps to ensure the accuracy of information they enter on the computer system. Users will only be given access to the menus and access levels that are appropriate to their job. If a user changes their job within the hospital, access to hospital systems will be reviewed, to ensure that they do not retain any inappropriate access.
· Systematically monitor, review and report on compliance with this policy.
DATA QUALITY STANDARDS
Service user data held by the organisation must be ‘fit for purpose’. There are many aspects to good quality data:
· Completeness
All mandatory data items within a data set should be completed. Use of default codes should only be used where appropriate, and not as a substitute for real data. 
· Consistency
Data items should be internally consistent. Patients with multiple episodes should have consistent dates. Operations and diagnoses will be consistent for ages and/or sex.
· Coverage
Data must reflect all the work done by the organisation. Correct procedures are essential to ensure complete data capture. Spot checks and comparisons between systems will be used to identify missing data.
· Accuracy
Data recorded in notes and on computer systems should accurately reflect what actually happened.  
· Timeliness
Recording of timely data is beneficial & data must be entered in a timely manner such as not to hinder any subsequent activity.
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