Lesson: Creating and Using a Data Dictionary

Participants: Data Steward/Coordinator
Description

This lesson introduces the concepts related to creating and/or using a data dictionary.

Objectives

· Be able to define the structure and function of a data dictionary.

· Write useful definitions of data elements.

· Locate useful models of a data dictionary.

Instructor Preparation

· Determine if your state department of education has a data dictionary. If so, determine the URL for accessing it online or download a file to print and distribute to participants.

· Make three copies of the Data Element Description form for each participant.

· Make a single copy of the Data Dictionary Basics sheet (which can be found on the page following the lesson plan) for each participant.

Essential Learnings

· A data dictionary helps create quality data from the moment of data entry.

· Most states have defined data dictionaries for data that Local Education Agencies (LEAs) are required to report. Having the LEA adopt those standards reduces the time needed to correct errors in reports to and from the state.

· Creating entries for the data dictionary for LEA-specific data elements is time consuming, but saves time in the long run. The process should involve all key players in the LEA.

· Documentation of data entry standards based on the data dictionary that focuses on frequently used data elements should be easily accessible to data entry staff.

Introduction

Item

· Using Data Dictionary Basics, discuss the role of a data dictionary in creating quality data:

· Providing guidance to data entry staff

· Providing standards for data audits

Lesson Resources for the Introduction

· Data Dictionary Basics

Activities and Instruction

Item

· Using the Data-Element Description form, have participants fill in three sheets with different data elements, choosing from the following list:

· Student First Name

· Student Address

· Student Lunch Status

· Student ID

· Staff First Name

· Staff Social Security Number

· Staff Certification

· Building Name

· Have participants share one or more of their descriptions and discuss some with the group.

· Display samples of print or online data dictionaries OR examine the data dictionary defined by state.

· Discuss usefulness of sample data dictionaries or state data dictionary in providing guidance for LEA staff during data entry.

Lesson Resources for Activities and Instruction

· Data Element Description

· Sample Data Dictionaries (http://www.geocities.com/tablizer/ddsamp.htm)

Supplementary Resources for Activities and Instruction

· State data dictionary

· NCES handbooks online (http://nces.ed.gov/programs/handbook/)
· Career and Technical Education Information System (CTEIS) Data Code Manual (Michigan) (http://www.michigan.gov/mdcd/0,1607,7-122-1680_2629_2726-52924--,00.html)

· Other sample data dictionaries

· Writing Effective Data Definitions

Summary/Wrap-Up


Item

· Referring to the Data Dictionary Basics sheet, have each participant list two or three data elements he/she believes are specific to his/her LEA and that would be important to define in a data dictionary.

· Facilitate a discussion in which the participants talk about what decisions or reports would be affected if the data elements they identified were to be entered in an inconsistent manner into LEA data systems.

· Facilitate a discussion of how many LEA-specific data elements might need to be developed by LEA staff.

Learning Resources for the Summary/Wrap-Up

· Data Dictionary Basics

