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1  INTRODUCTION 

Data quality is vital to advancing Community Impact Strategies (CIS). Additionally, performance 
management and program evaluation are essential to moving CIS from measuring inputs and outputs 
to measuring impacts and outcomes. The goal is to develop an evidence-based model which mandate 
thorough, robust, timely and accurate data reporting. To that end CIS staff must be committed to data 
quality that consists of data integrity, data accuracy, data uniformity and data reliability. CIS staff must 
ensure that data is: 

• held securely and confidentially; 
• obtained fairly and lawfully; 
• recorded accurately and reliably; 
• used effectively and ethically; and 
• shared consistently and appropriately. 

 
With increased data sharing and openness to public scrutiny, overall data quality is essential. This 
document describes the policy, procedures, guidance and standards relating to CIS data quality. The 
standards set out in this policy provide general principles for the management of data quality which 
are applicable to all types of data. 
 
2  SCOPE 
 
This policy applies to all those involved in collecting and entering data and those managing staff that 
collect and enter data.   
 
This policy applies to all data within CIS, including services, supports and programming done by CPDC 
and CIS staff, volunteers, partners or external data sources and is primarily aimed at: 
 

• ensuring quality, effective, and efficient programming; 
• mitigating risks associated with programming and volunteer activity; 
• reporting outcomes to internal management and other external stakeholders; 
• providing support data for grant applications/funding; and 
• sharing mission-based outcomes via media to the public. 

 
Everyone’s Concern 

 
CIS’s ability to document its usefulness is contingent upon the quality of its data. Everyone who 
interacts with or collects data internally or externally from partners has an important role to play in 
maintaining data quality. From service provision through performance management and decision-
making, the quality of data underpins our ability to effectively articulate the story of our work and 
document our success or our challenges. The collection of data also aids in understanding the 
volunteer engagement process, including risk management and appropriate volunteer placement and 
usage.  Therefore, data quality is everyone’s concern. 
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3  POLICY 
 
The policy detail is set out in Appendix 1 - Data Quality Framework, showing the detailed requirements 
in terms of: 
 

• Duties and Responsibilities by Role; 
• Training and Awareness; 
• Standards and Procedures; and 
• Monitoring and Compliance. 

 
4  DEFINITIONS 
 
This policy uses the terms data, information, and records. Data is the raw input from which 
information of value is then derived.  Data is not just the input of information into a database, data is 
also pictures and reports or information provided by partners.  Records (manual or digital) are sets of 
information kept to evidence performance of a function. Records in ETO and Volgistics are data 
elements of a structured database system.  Whichever term is used, the need for quality collection, 
entry and maintenance are the same. 
 

• Efforts to Outcomes (ETO) & Volgistics 

The guiding principle for data integrity and consistency is – “if it’s not in ETO or Volgistics, then it 
did not happen.” Currently, Efforts to Outcomes (ETO) is the repository of CIS data. 
 
Volgistics is the volunteer management software used to house volunteer records and track 
volunteer engagement data (hours, activity, demographics, etc.)  This data is captured from the 
paper applications and timesheets submitted monthly via the CPDC SharePoint Portal (a 
customized document sharing site) and then manually entered into Volgistics. 

 
5  DATA QUALITY CHARACTERISTICS 
 
This policy aims to ensure the achievement of quality data by requiring the following: 
 

Accuracy Data should be sufficiently accurate for its intended purposes. 
 
Data should be captured on the principle of ‘getting it right the first time’, so 
captured once, captured as close to the point of activity as possible, with clear 
and simple actions and only limited, if any, manual intervention (i.e. 
administration, data cleansing). 
 
Accuracy is likely to be higher if staff who provide data are aware of its 
importance to programming and performance and can have quick access to the 
needed information for impact evaluation and decision-making. 
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Validity Data should be recorded and used consistently, in compliance with relevant 
requirements, rules or definitions. 

Reliability/ 
Consistency 

Data should reflect stable and consistent data collection processes. Where 
changes or differences are necessary, sufficiently documented and understood 
so information produced is stable and consistent. 

Timeliness Data should be captured as quickly as possible after each activity, event, or 
program and must be available for its intended use within a recommended time 
period. The recommended time period for data entry is within 5 business days 
after an activity, event, or program has occurred, unless required earlier. 

Relevance The purpose for capturing data must be understood and the data captured 
should be relevant to that purpose. This entails periodic review of data capture 
requirements. 

 
6  OBJECTIVES OF THE POLICY 
 
The purpose of this policy is to set out CIS requirements for ensuring that the data collected is of an 
appropriate quality for the uses to which it is put or might be put in the future. The objectives of the 
policy are to: 
 

• instill confidence in data and information that is used and shared for daily operations, strategic 
decision-making, and external communications; 

• enhance efficiency and effectiveness arising from the reduction of errors; 
• improve accuracy and reliability resulting from a more structured approach to improving data 

quality; 
• underpin the better use of information to support services; and 
• improve accessibility and transparency for the wider community and partners. 

 
7  DATA QUALITY AND RECORDS MANAGEMENT 
 
There is a close relationship between data quality and records management, the former being focused 
on data collection and the latter on collections of records. This policy focuses primarily on data 
collection in ETO and Volgistics, however, in areas of partnership data management and volunteer 
recordkeeping, these platforms alone are not yet sufficient and other means of data collection can be 
used with expressed agreement of respective Directors of that work.  
 
8  ROLES AND RESPONSIBILITIES 
 

8.1    CIS Managers 
 
It is the responsibility of CIS Managers to collect and process all information and data into ETO 
as it relates to their property or properties. It is the responsibility of CIS Managers to collect and 
submit the completed volunteer screening materials from applicants and ongoing material from 
volunteers in a timely and consistent manner. Additionally, they should maintain a record on all 
candidates and volunteers in order to provide a responsible and professional service to 
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volunteers and other CPDC constituents and protect this information (see Record Keeping 
Policy in the Staff Supervisor Guide for Identifying and Managing Volunteers for specifics). 
 
8.2    Regional Management  
 
Regional CIS Managers are responsible for ensuring appropriate mechanisms are in place to 
support service delivery and continuity.  Regional CIS Managers are responsible for ensuring 
that CIS Managers and site staff under their direction and control are aware of and follow the 
policies, procedures and guidance outlined by the Director of Evaluation and Outcomes and 
Director of Volunteer Engagement. This includes confirming staff understand and appropriately 
apply policies, procedures and guidance in carrying out their day-to-day work, reporting on 
their work, and supervising volunteers, interns, service members, contractors, etc. It is also the 
responsibility of the Regional CIS Manager to ensure timely entry of data by staff and to include 
data reporting requirements by partner organizations in their associated Memorandum of 
Understanding. 
 
8.3    Director of Evaluation and Outcomes 
 
Overall responsibility for the efficient administration of the CIS data quality and records 
management lies with the Director of Evaluation and Outcomes (DEO). The DEO provides a 
framework to ensure data and information is used appropriately and is held securely. The DEO 
will also provide on-going staff training related to all aspects of data reporting and management 
to help ensure continuity of data quality. 
 
8.4    Director of Volunteer Engagement 
 
Overall responsibility for the effective management of volunteers, interns, service members, 
and pro-bono consultants as resources for CPDC communities lies with the Director of 
Volunteer Engagement (DVE). The DVE provides a required framework for the recruitment, 
screening, orientation, and engagement of volunteers to ensure the safe and appropriate 
application of volunteer service and to ensure the volunteer data and information is used 
appropriately and is held securely. 

 
9  COMPLIANCE AND BREACHES 
 
Under review by the Data Capturing & Reporting Team and will be included in a future guide. 
 
10  POLICY REVIEW 
 
This policy will be reviewed annually, or as and when changes occur legislatively or within CIS. 
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Appendix 1: Data Quality Framework 

Duties and Responsibilities by Role Training and Awareness Standards and Procedures Monitoring and Compliance 

CIS Managers will collect and process all 
information and data as it relates to 
their property or properties. 
 
 

Adhere to communications and 
maintain awareness of this 
policy, the implications of poor 
data quality and the policy’s 
requirements. 
 

Collect and process ETO data 
and volunteer records. 
 

Periodic refresher training 
and inclusion in employee 
performance reviews where 
appropriate.  
 

Regional Management are responsible 
for ensuring appropriate mechanisms 
are in place to support service 
delivery and continuity. 

Appropriate skills training for all 
staff with assigned 
responsibility for information 
quality and records 
management. 

Data quality will be embedded 
in business processes. 
 
Ensure CIS Managers and site 
staff under their direction and 
control, are aware of and 
follow the policies. 

Data collection and 
validation activities will be 
regularly monitored and 
data quality reports 
routinely provided for staff. 

Director of Evaluations and Outcomes 
will have overall corporate responsibility 
for Data Quality and Records 
Management.  

Create and maintain trainings 
and communications on 
information quality and records 
management. 

Data quality risks and 
countermeasures will be 
reviewed annually or as 
required by circumstances. 

Assessment and ongoing 
compliance will be overseen 
by the asset owner. 
 
Send Senior VP of CIS 
reports on the 
implementation of this 
policy and data quality 
issues arising. 

Director of Volunteer Engagement will 
have responsibility for volunteer related 
data quality and records management. 
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