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BACKGROUND
Data quality is one of the key areas covered by the West Midlands Pension Fund’s (the Fund)
Data Management Framework which outlines the agreed approach for managing information as
an asset.
Good data management ensures that the information used by the Fund is:
• Held securely and confidentially
• Obtained fairly and lawfully
• Recorded accurately and reliably
• Used effectively and ethically
• Shared appropriately and legally
Ensuring that data and information is of an appropriate quality for its purpose underpins the
usefulness of information. Poor data quality can have a negative impact on all Fund functions
from service provision through to performance management and decision making, as well as
affecting overall efficiency. Everyone who collects or processes data has an important role to
play in maintaining data quality.
At the Fund, data quality is integral to ensuring information is fit for purpose, enabling the
accurate and timely payment of pension benefits as they fall due. With increasing use of
collaborative information systems, information sharing and openness to public scrutiny, data
quality is essential to ensuring the Fund’s statutory compliance with good data management.
The requirement to maintain quality of personal information is outlined in Data Protection Laws
(DPL), including but not limited to the Data Protection Act 2018 and the Privacy and Electronic
Communications (EC Directive) Regulations 2003 (SI 2426/2003) (as amended) as well as, where
applicable, the guidance and codes of practice issued by the Information Commissioner’s Office.
Under DPL, the Fund has a statutory duty to protect an individual’s data from third parties and
abide by all current legislation.
Business Data is not covered by the acts, however the Fund as a data controller is committed
to ensuring that this type of data is also protected. By doing so we apply all principles of data
protection law to business data. Where the policy set out below refers to data, it is referring to
Business Data as well as Personal Data, as defined within the Data Protection Policy.

OBJECTIVES
The aim of this policy is to set out the Fund’s requirements for ensuring that all data collected, and
subsequent records are of an appropriate quality for its purpose and possible future purposes.
The objectives of the policy are:
• To instil confidence that all data and information is used appropriately and for a defined
purpose
• Enhanced efficiency and effectiveness arising from the reduction of data errors
• Improved accuracy and reliability, resulting from a more structured approach to improving
data quality
• To implement and maintain a high standard of data quality to support Fund objectives and
services, and to improve accessibility and transparency for the Fund’s wider stakeholders
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SCOPE
This policy and its principles apply to all Fund data and information collection activities as well as
subsequent records, but is primarily aimed at:
• Data for member service provision, where the Fund is dependent on the regular collection and
maintenance of quality member data to provide an efficient and effective service
• Information (“Business Data”) provided for internal management and external reporting
purposes
• Information that will be shared with or received from designated third parties
• Information that is published in print or via the Fund’s website
It applies to all individuals involved in collecting, entering and validating data as well as those
responsible for the management of the relevant information assets.

DEFINITIONS
This policy defines the listed terms as the following:
• Data is the raw input from which information of value is then derived
• Information is the content received from the data collected
• Records cover manual, digital or unstructured sets of information kept to evidence
performance of a function. In the ICT usage sense, records are elements of a structured
database system. Records are further defined as all documents which facilitate the business
carried out by the Fund and which are thereafter retained, for a set period, to provide
evidence of its transactions or activities. These records may be created or received, and then
stored, in hard copy or digital form
Whichever term is applied, the need for quality collection, entry and maintenance processes is the
same.

POLICY STATEMENT
This policy forms part of the Fund’s Data Management Framework and should be read in
conjunction with the following:
• Freedom of Information Policy
• Data Protection Policy
• Cyber Security Strategy
• Information Incident Management Policy

DATA QUALITY CHARACTERISTICS
a) Accuracy
• Data will be sufficiently accurate for its intended purpose and provide a clear
representation of the activity, interaction and performance
• Data will be captured from source and as close to the point of activity as possible
• Data will be checked at the point of collection where possible
• Data will be of sufficient detail for its intended purpose, without being excessive in line
with Data Protection regulations

Data Quality Policy 2021.qxp_Layout 1 02/03/2021 14:02 Page 5

DATA QUALITY POLICY • JANUARY 2021

5

• The costs and effort of collection will be balanced with the importance of the data,
timeliness requirements and the need for accuracy
• Where compromises have been made on accuracy for valid business reasons, for
example, where data is estimated, this will be made clear to all data users
b) Validity
• Data will be recorded and used in accordance with agreed requirements, rules and
definitions to ensure integrity and consistency
c) Reliability
• Data collection processes will be clearly defined and stable over time, in order to ensure
the consistency and comparability of data
• There should be confidence that statistical trends reflect real changes rather than variations
in data collection approaches
• Both data and information must be from primary sources where possible
d) Timeliness
• Data will be collected and recorded as quickly as possible after the event or activity
• Data will be available for the intended use within a reasonable or agreed time period and
quickly and frequently enough to support information and decision making needs
e) Relevance
• Data will be relevant for the purposes for which it is used and proportionate to the value
gained from it
• Contextual information should be collected only as far as is required to support the process
or activity
• Where the data was collected for a different activity, quality assurance and feedback
processes are needed to ensure the relevance of such data
• Requirements should be clearly specified and regularly reviewed to reflect any change in
needs
f) Completeness
• Data collection processes should be clearly specified and matched to the information needs
of the Fund
• Data should be complete and not contain redundant or duplicate records
• Missing, incomplete or invalid records must be monitored as they indicate potential
recording problems or other issues impacting on data quality

RISK MANAGEMENT
The data quality approach of the Fund is, as for data management generally, centred on risk
assessment.
Examples of some of the risks associated with data quality problems are:
• Negative financial or reputational consequences, as a result of submitting inaccurate or
misleading data in statutory or regulatory returns
• Misleading external and internal impressions of organisational performance
• Inappropriate decision-making and inefficient service provision
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• Harm to an individual or group of individuals
• Undermining the Fund’s relationship with its partner agencies or other third parties
• Regulatory action and fines from the Information Commissioner for breaches of the Data
Protection Act (DPA) or Freedom of Information (FOI) legislation
Risk management in regard to data quality will follow the same broad principles and processes
as set out for corporate risk management and subsequent procedures.

RECORDS MANAGEMENT
There is a close relationship between data quality and records management, the former being
focussed on data collection and the latter on collection of records. This can attribute to overlap
where data input or recording is less structured. The Fund recognises ‘less structured’ record
keeping, acknowledging the potential risks of this area of data management. The Fund mitigates
this, by providing specific process and procedural guidance given to individual teams where
applicable, to ensure consistent high standards of data quality. The Fund also recognises that any
information recorded may be required to be disclosed under FOI or DPA legislation.
Information and subsequent records may be held in any format including but not limited to:
• Paper based files
• Documents - including written and typed documents and annotated copies
• Computer files - including word processor files, databases, spread sheets and presentations
• Emails
• Calendar records
• Internal and External Reports
• City of Wolverhampton Council Intranet
• Fund Website
• CCTV recordings
• Photographs / Video Recordings
• Telephone recordings
As the administering authority for the Fund, some Fund records may be selected for permanent
preservation, as part of the City of Wolverhampton Council’s (the Council) archives. The Fund’s
Privacy Notice provides further information as to what information the Fund may retain.
Record Creation and Record Keeping Procedures
All Fund service areas will have in place record keeping systems (paper and electronic) that
document their activities and provide for quick and easy retrieval of information. The systems
will take into account the legal and regulatory environment specific to the area of work.
The systems will include:
• Procedures to ensure the creation and maintenance of authentic, complete and reliable
records
• Procedures and guidelines for referencing, titling, indexing, version control,
protective marking and other metadata
• The ability to cross reference electronic and paper records
• Records will be arranged so that that they can be retrieved quickly and efficiently using key
index information through either a physical or electronic document management system
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• Procedural documentation of the record systems and up to date guidance for Fund staff on
how to use these systems appropriately
Record Storage and Tracking
Record keeping systems in all service areas will be maintained to ensure that all records are
properly stored and can easily be located and retrieved. This will include:
• The provision of suitable physical or electronic storage
• Tracking and monitoring the transfer, movement and location of records in transit so that they
can be easily traced
• Procedures for reporting and investigation of lost or misplaced files or records
Protection and Security
All Fund service areas will maintain adequate levels of protection for records. This will include:
• The control of access to information to minimise the risk of accidental loss or deliberate
unauthorised attempts to access and use information
• Records of access to systems
• Support in the maintenance of an information asset register as part of the Fund’s data
management approach to information management and cyber security
• Documentation of decisions regarding access to records
• The identification of vital records and appropriate physical or electronic protection, in
accordance with the protective marking and information handling guidance provided by
the Council
• Support in appropriate training for staff on how to handle information and process requests for
access to information, under the Data Protection Act 2018 and Freedom of Information Act
2000 in accordance with agreed processes
Retention and Disposal
All Fund service areas will retain and dispose of records as part of a managed and documented
process, supporting the retention schedule maintained and reviewed by the Fund. The Fund has
on site confidential waste disposal arrangements.
This process will support assurance that:
• Documentation of the disposal of records is completed and retained
• Records are disposed of in a secure and confidential manner
• Retention review dates are implemented, capturing any changes made

KEY ROLES AND RESPONSIBILITIES
All Fund Staff
All Fund staff have a responsibility to ensure that data is handled in an accountable way and that
all reasonable efforts are made to ensure the accuracy, validity, reliability, timeliness, relevance
and completeness of data. Fund staff must never knowingly report data which is inaccurate or
incomplete and must endeavour to communicate any known risks or known variables to the
relevant stakeholders, including the Fund’s Governance team, where appropriate.
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Information Asset Owners
As identified in the Information Asset Register, Information Asset Owners will ensure that all data
quality and records management roles are identified, assigned and coordinated by appropriate
managers for the information assets that they control, adhering to requirements set out in this
policy.
Head of Governance and Corporate Services
The Head of Governance and Corporate Services has overall corporate responsibility for the
Data Management Framework including data quality and records management.
Senior Management Team
Where appropriate, the Senior Management Team will receive progress reports on the
implementation of the policy and data quality issues arising.

COMPLIANCE AND BREACHES
Any breaches of the principles of this Data Quality policy should be reported to the Information
Incident Contact Point, wmpfdataprotectionofficer@wolverhampton.gov.uk
All staff should follow the Information Incident Management Policy and procedures laid out by the
Fund’s Governance team. Data errors should be reported through agreed channels.
Failure to comply with this policy will be treated as a breach of discipline and measures may
be taken to enforce this policy in consideration with the Fund’s performance management
procedures and the Council’s Disciplinary Policy.

POLICY REVIEW
A review of this policy will take place when appropriate to taking into account any new or
changed legislation, regulations or business practices. As a minimum this policy will be reviewed
biennially by the Fund’s Governance team to ensure it remains up to date with Fund processes,
procedures and business objectives.
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