Lesson: Data Steward/Coordinator Responsibilities 

Participants: Data Steward/Coordinator
Description

This module is a detailed introduction to the roles and responsibilities of a Data Steward/Coordinator; it explores the relationships between the Data Steward/Coordinator and other district personnel with regard to data quality.
Objectives

· Define the roles and responsibilities of a Data Steward/Coordinator as they are actually assigned in each participant’s district.

· Demonstrate understanding of the terms used in defining those responsibilities.

Instructor Preparation

· Read the Forum Guide to Building a Culture of Quality Data: A School & District Resource to identify the roles of the key players in achieving quality data.

· Make available a printed or electronic copy of the Forum Guide to Building a Culture of Quality Data: A School & District Resource for each participant to read.

· Make a single copy of each of the following learning resources (which can be found on the pages following the lesson plan) for each participant:

· Quality Data: The Role of the Data Steward or Coordinator

· Data Steward/Coordinator Responsibility Assignments

Essential Learnings

· Data Steward/Coordinator responsibilities may be divided among several people within a district or school building. The importance of communication among those staff members cannot be overemphasized, as their responsibilities overlap and staff members interact with one another in many ways.

· Communication skills are an important part of a Data Steward/Coordinator’s tool kit. The Data Steward/Coordinator must communicate effectively with many Local Education Agency (LEA) staff members across all levels of the organization both in advocating for the importance of quality data and in developing and overseeing the guidelines and procedures for data entry, error correction, timeline development, and project management.

· The Data Steward/Coordinator plays a key leadership role in improving district and school policies and procedures to facilitate the improvement of data quality.

Introduction

Item

· Have participants introduce themselves and describe in some detail their responsibilities in their respective schools or districts.

· Identify the seven key players with regard to quality data listed in the Forum Guide to Building a Culture of Quality Data: A School & District Resource.
Lesson Resources for the Introduction

· Forum Guide to Building a Culture of Quality Data: A Resource for Schools & Districts
· The questions under the “Things to Think About” section of Quality Data: The Role of the Data Steward or Coordinator
Activities and Instruction

Item

· Have participants read Quality Data: The Role of the Data Steward or Coordinator. Facilitate discussion around two questions:

· Which of the items listed under “To Do” are most important in producing quality data in the district?

· Which of those items does the district already do well and which need to be addressed?

· Have participants complete the Data Steward/Coordinator Responsibility Assignments sheet and discuss the results in small groups.

· Have each group report on the discussion, covering challenges identified, solutions discussed, and questions addressed to the entire group.

Lesson Resources for Activities and Instruction

· Quality Data: The Role of the Data Steward or Coordinator

· Data Steward/Coordinator Responsibility Assignments

Supplementary Resources for Activities and Instruction

Discussion starter:

Your district gets a new superintendent who is a big believer in using data for decisionmaking. In her first meeting with the leadership team, she expresses some skepticism regarding the accuracy of the data. What things would you say to convince her that she can rely on the results of her data queries for making decisions?

Summary/Wrap-Up


Item

· Have participants write a newspaper ad to recruit applicants for the Data Steward/Coordinator position in their district. As an alternative, participants could write a complete job description for the Data Steward/Coordinator position using either the Job Description Form or their own district’s job description format.

· The Data Steward/Coordinator Responsibility Assignments checklist used in this lesson is also used during the Communication lesson. If the Communication lesson is being given later, either notify participants that they should hold on to the Data Steward/Coordinator Responsibility Assignments checklist to bring to that training session, or collect the checklists to distribute at that time.

· Make the general statement that, throughout the training, much of the work that will be done in one session may be used for activities in later sessions. Furthermore, many of the handouts can form the basis of a detailed plan for fulfilling the responsibilities of the Data Steward/Coordinator for their LEA. Therefore participants should keep all the work they do and bring the sheets they accumulate to each session.

Supplementary Resources for the Summary/Wrap-Up

· Job Description Form

· District’s job description format

