Data Steward/Coordinator Responsibility Assignments 

District: _______________________________________________________________________

	Responsibility
	Staff Responsible
	Comments

	Coordinates the data collection process


	
	

	Provides professional development for staff members leading toward a culture of quality data
	
	

	Resolves discrepancies in information before reports are forwarded to senior staff
	
	

	Collaborates with curriculum coordinator/supervisor and staff from other educational program areas (special education, assessment, ELL, etc.)
	
	

	Collaborates with technology director to enhance the ability of computer programs to improve data entry, correction, and auditing
	
	

	Establishes data audit procedures
	
	

	Develops calendar for data collection and reporting 


	
	

	Develops and disseminates data entry standards
	
	

	Oversee State Collection File Submission Tracking Reports


	
	

	Stay abreast of the ever changing and complex nature of state and federal accountability collection requirements
	
	

	Interpret technical manuals (example: state collection manuals) as needed for data entry personnel
	
	

	Coordinates data report enhancements, data dictionary, business rules as identified by a data needs analysis
	
	

	Coordinate regular meetings to assess components that impact data quality and implement mitigation plans to address situations with a negative impact.
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