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)Policy on Student Data Quality (LUSI)
Policy Statement
Loughborough University is committed to assuring and continually seeking to improve the high quality of its student data held on LUSI.  In particular, the University recognises its importance with regard to funding, reputation and service
delivery.  This policy is intended to support a culture of valuing high quality student data and ensuring that data are accurate, valid, reliable, timely, relevant and complete.
 
Responsibilities of Student Office (Academic Registry)
The Student Office is responsible for the majority of data input/checking on LUSI.  In addition to creating and maintaining student programme records, the Student Office is responsible for:
· Alerting academic departments to new processes/practices which may impact upon their use of LUSI.
· Providing training and support to academic departments relating to data quality and data input processes.
· Undertaking regular and robust quality checks on data entered centrally and by academic departments.
· Providing lists of exception checks/missing data to academic departments (e.g. students who have not registered, students with incorrect module weights) and working with them to resolve issues. 
· Liaising with students who have failed to provide required data to minimise the number of “unknown” data values.
Responsibilities of academic departments
Academic departments are expected to work closely with colleagues in the Student Office to ensure that high quality student data is maintained.  
Whilst a significant amount of the data entered onto LUSI is the responsibility of the Student Office, some processes have been devolved to academic departments.  Specifically:
· Student module registration 
· Checking that all students have correct module weight loaded each year
· Upload of assessment component marks
· Creating/Maintaining Programme/Review Boards
· Running Board eligibility processes and ensuring that the correct students are taken to Programme/Review Boards
· Entering Programme Board decisions, including Prizes data
· Entering impaired performance claims decisions
· Maintenance of assessment components, including identification of final assessment component, on each module instance
· As appropriate, entering Non-Completion flags against students with marks of 0 on final assessment component
· In liaison with the Disabilities and Additional Needs (DANS) Office, ensure that exam and study requirements for the relevant students are kept up to date
For devolved processes, such as those detailed above, staff in academic departments are expected to:
· Ensure processes and procedures support the accurate and timely input of student data to LUSI
· Make use of the data extracts (provided in LUSI) to undertake data quality checks
· Where data quality issues are identified, liaise with the Student Office to resolve them
Additionally, colleagues in academic departments are expected to:
· Regularly review the online LUSI training material provided by the Student Office
· Attend formal LUSI training events organised by the Student Office
· Report operational/system problems to the Student Office
· Read and act upon all emails issued from the Student Office (this will help departmental staff to familiarise themselves with operational/policy changes and to respond to instructions for data maintenance)
· Respond to the lists of exception checks/missing data circulated by the Student Office (e.g. students who have not registered, students with incorrect module weights) and work with them to resolve issues.
· Work with the Student Office to contact students where data is inaccurate or missing and cannot be rectified without input from the student.
Responsibilities of IT Services
IT Services provides the technical/programming support to the Student Office and academic departments for LUSI.  Specific duties/responsibilities are covered by IT Services’ internal policies and service-level agreements.  

