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Purpose
[bookmark: _heading=h.qzprptoyyl24]This plan describes the systems and procedures PROGRAM NAME will use to collect, manage, verify, and report performance measures and other impact data.
[bookmark: _heading=h.qzprptoyyl24]In accordance with the annual AmeriCorps Notice of Funding Opportunity (NOFO) and approved grant application, this plan should include descriptions of the following components:
· [bookmark: _heading=h.qzprptoyyl24]Procedures and roles for data collection, tracking, and reporting
· [bookmark: _heading=h.qzprptoyyl24]How the program ensures data is collected and managed consistently across staff and sites
· [bookmark: _heading=h.qzprptoyyl24]Procedures for reviewing, correcting, deduplicating, and verifying program data
· [bookmark: _heading=h.qzprptoyyl24]Procedures for maintaining documentation supporting reported performance 
Staff Involved
· LIST APPLICABLE STAFF TITLES INVOLVED IN ACTIONS RELATED TO THIS POLICY  (Add or modify roles as appropriate)
Key tasks/Deliverables	Responsible	Accountable	Consulted	Informed
Oversight of performance measures and compliance				
Daily data management and monitoring				
Collection and verification of service data				
Recording service activities				
Data review, verification, and reporting				


Definitions & Examples
· Outputs represent the direct products of program activities and are used to measure the amount of service delivered.
· Outcomes measure the changes or benefits experienced by beneficiaries as a result of program activities.
· Code: Applicants are expected to use the system-defined intervention codes as named in the Performance Measure instructions, so long as they appropriately represent the applicant’s program activities. Applicants may not create user-defined intervention labels that duplicate existing intervention categories.
· Examples of Unit of Measure: time periods (days, hours), lessons, miles of land, individuals, participants, etc.
· Example Data Collection Methods: Attendance logs, service activity reports, sign-in sheets, participant surveys, pre/post assessments, service delivery logs, case management data, school or partner outcome tracking
· Example Collection Frequency: at program entry and exit, at completion of intervention, quarterly
· Example Data Tracking System Examples: program database, spreadsheet, case management system
[bookmark: _heading=h.g3zkoaabcvev]Data Collection
[bookmark: _heading=h.m0h2b91mb3qn]Performance Measures
	Output	Outcome	Other Data Collected
PM			
Definition			
Unit of Measure			
Collection Method			
Collection Frequency (address frequency of collection by all involved)			


DATA ACCURACY AND COMPLETENESS
Please describe how your organization ensures data accuracy and completeness through your internal policies and procedures. 
[bookmark: _heading=h.o2zl7q8ioq21]Training
Describe training provided to staff and members on data collection procedures.
[bookmark: _heading=h.dx4hrgru4om8]Data Review
Describe how data is reviewed regularly to identify missing information, data entry errors, duplicate participants, incomplete records

Deduplication
Describe how the program ensures participants are counted only once per performance measure definition.
[bookmark: _heading=h.pwammouxklha]Verification
Describe verification procedures used. 
[bookmark: _heading=h.qw4aylvn93gh]Documentation
Describe how the program maintains supporting documentation. Documentation is stored in [location or system] and maintained according to AmeriCorps record retention requirements.
Resources (if applicable) 
Relevant resources supporting this policy include:
· AmeriCorps Performance Measure Instructions

· AmeriCorps Notice of Funding Opportunity

· AmeriCorps Maryland reporting guidance

· PROGRAM NAME internal data collection tools

· PROGRAM NAME monitoring procedures



Page  of 


Data Collection & Quality Policy  |  PROGRAM NAME		Page  of 
image1.png
AmeriCorps
Maryland




image3.png




