
 

 

Basic Data Validating Steps
 

Errors confirmed Possible errors 
found 

Not errors 
No errors found 

Enter data 

Determine if 
actually errors 

Identify source and 
all repositories of 

such errors 

Next step in 
data flow 

Provide 
corrections to 
appropriate 

staff 

Check for 
errors 

Repeat as needed 



   

 

Basic Data Auditing Steps
 

Possible errors 
found 

No errors found 

No errors found 

No errors reported 

Not errors Errors confirmed 

Errors reported 

Errors confirmed 

Not errors 

Possible errors 
found 

Not Errors 

Errors confirmed 

Enter data 

Report data to 
end user 

End user 
checks for 

errors 

Determine if 
actually errors 

Identify source and 
all repositories of 

such errors 

Process data for 
report 

Communicate 
explanation for 
apparent errors 

End user signs 
off on report 

Provide 
corrections to 
appropriate 

staff 

Check for 
errors 

Check for 
errors Determine if 

actually errors 

Determine if 
actually errors 



 

Detailed Data Auditing Steps
 

No 
Errors No errors 

Errors 

Feedback says data 
missing, inaccurate, 

inconsistent, or 
incomplete 

External 

No errors: To feds 

No errors: 
To state 

Errors 

Human error 

Change of 
procedure needed 

Within LEA 

Errors 

No errors 

Key: 

Checking for 
errors in 

each system 

Consolidation 
of data into 

single system 

Checking
for errors in 
integrated 

system 

Generating 
reports 

Analysis
of data 

Adjusting
curricular, 

instructional, 
and program 

decisions 

Reviewing
or revising 

data-
collection 
decisions 

NCLB/AYP status, 
funding decisions, 

program evaluation, 
school & district 

report card 

Assessments 

Student 
Information/ 
Management 

System 

Surveys and 
Other Data 
Systems 

Personnel 
System 

Food-Service 
System 

Optional 

Reviewing or 
revising data-

entry
procedures 

Feedback from 
recipients 

Data Entry 

Office Staff, 
Teachers, 

Assessment 
Coordinator 

Data Coordinator/Steward, 
Technology Staff, 

Assessment Coordinator 

Office Staff, Teachers, 
Assessment 
Coordinator 

Data-
Audit 
Point 

Data 
Production 

Data 
Application 

Other 
Activities 

State 
subsidy, 
funding 

decisions, 
program 

evaluation 

Checking
for errors 
in reports 

Audit by 
state 

Data Coordinator/ 
Steward, 

Assessment 
Coordinator 

Correcting 
errors or 
problems 

Correcting 
errors or 
problems 

Reviewing
orginal data 

source 

Checking
for errors 
in reports 



    
     

 
 

 

      

 
 

 

  
 

 
 

 
  

  
  

      
        

        

        

        

        

        

        

        

 

Data Audit Planning Form 
Using the information in the External Reports and Data Submissions and the Curricular Decisionmaking sections of your Data Calendar 
Planning Form, fill in the first two columns with the dates and names of reports or decisions pertinent to your district, preferably in 
chronological order. Then for each item on your list, fill in the additional columns. The “Time Needed” columns could indicate numbers of 
days or weeks required. 

Date Report/Decision Staff to Correct Errors 

Time Needed 
to Correct 

Errors 

Date to 
Deliver 
Error 

Report 

Time Needed 
to Create 

Error Report 
Date for 

Data Audit Elements of Data Audit 



       
 

  

  

  

  

 
 

  

 

  

  
 

 
 

 

Examples of Best Practices Regarding Internal Data Audits 

•	 Establish or adapt a data dictionary. 

•	 Allocate time and funds for conducting audit. 

•	 Create a calendar of scheduled audits and disseminate it to all appropriate staff. 

•	 Schedule audits more than once a year. 

•	 Identify priority sources of data to be audited, based on importance of the data, potential for problems, 
and history of data inconsistencies or errors. 

•	 Create reports or search methods that compare sample data against lowest level at which data exist 
(paper or electronic). For example, compare a report that shows the number of students in English III, 
Section 4, receiving As, Bs, Cs, etc., to the grade book from that class. 

•	 Match report results against business rules in place. 

•	 Provide preliminary and ongoing professional development for the auditor and for responding district 
staff. 


