U.S. Department of Justice
Office of Justice Programs
Bureau of Justice Statistics

TV ey

MAY 1o 1989

ACQUisitiong

§




U.S. Department of Justice
Office of Justice Programs
Bureau of Justice Statistics

Joseph M. Bessette
Acting Director

Report of work performed under BJS Grant No.
87-BJ-CX-K079, awarded to SEARCH Group, Inc.,
925 Secret River Drive, Sacramento, California 95831.
Contents of this document do not necessarily reflect
the views or policies of the Bureau of Justice Statistics
or the U.S. Department of Justice.

Copyright © SEARCH Group, Inc. 1988.

The U.S. Department of Justice authorizes any person

to reproduce, publish, translate or otherwise use all or any
part of the copyrighted material in this publication with the
exception of those items indicating that they are copyrighted
or reprinted by any source other than SEARCH Group, Inc.

115339

U.S. Department of Justice
National Institute of Justice

This document has beerj reproduced exactly as received from the
person or organization originating it. Points of view or opinlons stated
in this document are those of the authors and do not necessarily

represent the official position or polici i i
Iaprese p policies of the National Institute of

Permission 1o reproduce thi i

oo o produce this cepgliiee! material has been
Public Domain/0JP/BJS

*ll.ﬁ..__nepartmeni:_‘qf_ms;tige

to the National Criminal Justice Reference Service (NCJRS).

Further reproduction outside of the NCURS
iy ) Outeld RS system requires permis-




U.S. Department of Justice
Office of Justice Programs
Bureau of Justice Statistics

Criminal Justice
Information
Policy

Strategies
for Improving
Data Quality

l. _J |

NCJ-13==£38, April 1989
|15339




ACKNOWLEDGMENTS

This report was prepared by SEARCH Group, Inc., Gary L. Bush,
Chairman, and Gary R. Cooper, Executive Director. The project
director was Sheila J. Barton, Director, Law and Policy Program.
The report was prepared by Paul L. Woodard, SEARCH Senior
Counsel, and edited by Twyla Thomas, Information Specialist. The
project was conducted under the direction of Carol G. Kaplan,
Chief, Federal Statistics and Information Policy Branch, Bureau of
Justice Statistics.

The Assistant Attorney General, Office of Justice Programs,
coordinates the activities of the following program offices and
bureaus: the Bureau of Justice Statistics, National Institute of
Justice, Bureau of Justice Assistance, Office of Juvenile Justice
and Delinquency Prevention, and the Office for Victims of Crime.

ii




TABLE OF CONTENTS

INTRODUCTION.......ovctmrrimmirsissssismsimmssssssssismssssmsssssssssassssssssossssses 1

L

IL

ADMINISTRATIVE STRATEGIES........onmsencernnes 5

STRATEGY: MAKING IMPROVED
DATA QUALITY A PRIORITY......ccocmmmrrermmanssessessorcsseressacsassessascess 6
Formally Recognizing Data Quality as a Serious Agency Commitment

STRATEGY: TASK FORCE ON DATA QUALITY........cccceeervneee 8
Establishing a High-level Task Force to Formulate and Implement
a Comprehensive Data Quality Improvement Program

STRATEGY: INCREASED AUTOMATION......cccrssermmmeruscersnes 10
Implementing Automated Systems or Enhancing Existing
Automated Systems to Facilitate Data Quality Improveinent

STRATEGY: BASELINE AUDIT.....cocoeoneurmierrerseenssssnsessessssanenses 12
Performing a Comprehensive Data Quality Audit as the Basis
for Formulating a Data Quality Improvement Program

STRATEGY: NEEDS ANALYSIS.....cvrvererssenssssesrsmnssessessences 15
Ensuring that Data Quality Improvement Initiatives Reflect
the Needs of Criminal Justice Practitioners

DATA ENTRY STRATEGIES.......onemecnrinsaseserenes 17

STRATEGY: UNIFORM DOCUMENTATION........oueeeermmecnenee 18
Developing Uniform Documents and Forms for Reporting and
Recording Criminal History Data

STRATEGY: SYSTEMATIC AUDITS.......ccoeusenrmssescesoessoncsisnee 19
Implementing Routine System Procedures to Enhance Data
Accuracy and Monitor System Operations

STRATEGY: TRACKING SYSTEMS —

UNIQUE TRACKING NUMBERS........coecsunnreererinsessessissssssaeniossess 21
Using Unique Tracking Numbers to Ensure that Arrest and
Disposition Data are Properly Linked

iii




STRATEGY: TRACKING SYSTEMS —

CHARGE TRACKING.c..ccoummrnesmmsmmsersermssssnmsssssassemssssassmsssssaessnsss 23
Using Unique-Number Tracking Systems Keyed to Individual Charges
and Counts to Ensure that All Charges and Counts are Accounted For

STRATEGY: TRACKING SYSTEMS —

INITIAL RAP SHEET CHARGES.....cc.cnuumummsssssssmsssessassssssssssess 25
Including Charges on Rap Sheets Only After They Have Been
Reviewed by the Prosecutor

III. DATA MAINTENANCE STRATEGIES........cvmvervmens w27
STRATEGY: MANDATORY REPORTING........covnnerunnurenens voveeer 28
Enacting Laws Requiring the Reporting of Criminal History
Record Data

STRATEGY: MONITORING DISPOSITION REPORTING...... 30
Implementing Systems to Monitor Disposition Reporting and to
Identify Cases in Which Dispositions Have Not Been Reported in

a Timely Fashion

STRATEGY: COURT DISPOSITION REPORTING

BY PROSECUTORS.....ccovrusermrerninsssersssssonssasnsrsssssssssssssessessassonses 32
Obtaining Court Disposition Information from Prosecutors in
Jurisdictions Where Court Reporting is Poor

STRATEGY: PRE-PRINTED DISPOSITION

REPORTING FORMS........osririneneirinsssrsenmaessssssssrssesssssessesssssssses 34
Using Pre-printed Forms to Facilitate the Reporting of

Dispositions and the Linking of Arrest and Disposition Data

IV. REGULATORY STRATEGIES.........cconrmmurrerrsrnnnne G ¥ |
STRATEGY: WRITTEN AGENCY PROCEDURES.......ccovuunee 38
Formulating Written Agency Policies and Procedures
Relating to Data Quality
STRATEGY: STANDARDIZED TRAINING.......coocvvrrermmressrncrnns 39

Implementing a Program of Standardized Training for
Agency Personnel with Recordhandling Responsibilities

APPENDIX......ovevunees erssessssanssa s s aneias s an R ana s eRR RS besadsssE e w41

iv




INTRODUCTION

The accuracy and completeness of criminal history record in-
formation — best summed up by the term “data quality” — is rec-
ognized as one of the most significant information issues now
confronting the criminal justice community. The criminal history
record, widely considered the most vital record used in the criminal
justice system, is relied upon at virtually every stage of the criminal
justice process. It plays a significant role in almost every decision
in the process — from the initial decision to file charges to the final
decision to release an individual from custody or supervision. In
addition, criminal history records are being made increasingly
available outside the criminal justice system for a wide variety of
noncriminal justice purposes, such as background screening for
public and private employment and occupational licensing.

Unfortunately, much of the available empirical data suggest
that the quality of criminal history record information in many
agencies and record systems is low. Reportable actions and deci-
sions, particularly court dispositions, often are missing from crimi-
nal history records and information that is reported may often be
recorded inaccurately. As a result, criminal justice decisionmaking,
as well as research and statistics that rely on criminal history data,
may be compromised. Moreover, the trend toward more extensive
dissemination of criminal history records for noncriminal justice
purposes may also increase the risk of unwarranted harm to record
subjects caused by incomplete or inaccurate records and may in-
crease the exposure of criminal justice agencies to the risk of liabil-
ity suits. For these reasons and others, increasing concern about
and awareness of the quality of criminal history records has led
criminal history record officials in recent years to implement initia-
tives to improve data quality levels.

Although few jurisdictions or agencies have fully solved the
data quality problem, some criminal justice agencies, at both the
state repository and local levels, have achieved notable, demonstra-
ble success in improving accuracy and completeness levels by im-
plementing data quality strategies that, in many cases, may be emu-
lated by other agencies throughout the country. The purpose of
Strategies For Improving Data Quality is to identify a number of
these strategies and to provide enough information about them to
enable criminal justice officials to assess the potential usefulness of
the strategies in their own agencies.




In compiling these strategies, advice was sought from
SEARCH Members, members of the SEARCH Criminal Justice
Information Network, and other state and local criminal justice
officials. Some of these persons reviewed drafts of the document
to ensure that the strategies selected for inclusion are appropriate
and operationally sound and are accurately and adequately de-
scribed.!

All of the strategies are appropriate for implementation in fully
automated agencies, as well as in agencies that have manual infor-
mation systems and procedures. However, some strategies — such
as monitoring disposition reporting and implementing disposition
tracking and systematic auditing systems — are more easily imple-
mented in agencies with automated information systems. Indeed,
enhanced automation is itself identified as a discrete strategy in
recognition of the widely-held view that automation is an important
tool in achieving enhanced data quality.

Strategies For Improving Data Quality is divided into four
sections: Administrative, Data Entry, Data Maintenance and Regu-
latory Strategies. The five suggested Administrative Strategies re-
quire the support of high-level management in recognizing data
quality as an important agency priority and in formulating specific
initiatives and plans to achieve this goal. Included are strategies that
suggest establishing a task force to formulate and implement a
comprehensive program for improving data quality; implementing
or enhancing automated systems; and performing comprehensive
audits and needs analyses. The five suggested Data Entry Strate-
gies propose ways agencies can increase data quality by collecting
accurate and complete data at the point when the data first enter the
criminal justice system. Included are strategies that suggest devel-
oping uniform documents and forms for data gathering, reporting
and recording purposes; implementing routine system procedures
such as audits and computer edit/verification programs to monitor
the accuracy and completeness of new information; and using data-
tracking systems to ensure arrest and disposition data are properly
linked, that individual charges and counts are accounted for, and
that rap sheet ambiguity is avoided. The four suggested Data
Maintenance Strategies propose ways agencies can protect the

1 See Appendix for a list of those who participated in the review of this
document.




accuracy and completeness of criminal history data once the data are
in the system. Included are strategies that suggest enacting manda-
tory reporting laws to improve arrest and disposition reporting to
central state repositories; monitoring arrest and disposition report-
ing; improving the collection of court disposition information via
prosecutor reporting; and using preprinted disposition reporting
forms. In addition, it is suggested that one of the Data Entry
Strategies — systematic audits — also be considered as a viable
Data Maintenance Strategy. Finally, two suggested Regulatory
Strategies outline specific procedures to help improve data quality
levels in criminal justice information systems. Included are strate-
gies that suggest that agencies develop written agency policies and
train agency personnel who have recordhandling responsibilities.

Strategies For Improving Data Quality focuses primarily on
statewide programs designed to improve data quality; much of the
text describes the implementation of data quality strategies at the
state level, particularly at central state record repositories. Virtually
all of the strategies, however, are appropriate for implementation at
any level of government, including local law enforcement agencies,
prosecutors offices or courts.

This document does not describe the strategies in extensive
detail or include specific procedures for implementing them.
Rather, each strategy is described to enable readers to understand its
purpose and how it works and to evaluate its potential usefulness in
their own agencies. Officials at all levels, from state central repos-
itories to local criminal justice agencies, should be able to identify
proven strategies that are appropriate for implementation in their
own agencies and to understand essentially how they work and
what benefits can be derived from them.

This document is intended only to provide examples of
workable strategies. There may be alternative strategies which are
appropriate for use by individual agencies and which will also
achieve improved data quality. Due to varying factors at any
particular agency, the application of a strategy to a system does not
necessarily guarantee its success.




I. ADMINISTRATIVE STRATEGIES

Administrative Strategies for improving data quality are those
that reflect high-level management commitment to data quality en-
hancement and that are essential first steps or underlying themes in
a comprehensive program to improve the quality of criminal history
records. They include:

o identifying improved data quality as an agency priority;
o establishing a task force on data quality;

e recognizing automation as an important data quality tool and
planning for new automated systems or enhancing existing
automated systems;

» undertaking an initial baseline audit of data quality levels and
procedures; and

 analyzing the data quality needs of the agency and of related
offices or agencies.




STRATEGY:
MAKING IMPROVED DATA QUALITY A PRIORITY

Formally Recognizing Data Quality as a
Serious Agency Commitment

A theme unde erlying many of these data quality strategies is that
significant progress in improving data quality will not be realized
unless a serious commitment to such improvement is made by high-
level criminal justice executives and, in particular, by criminal his-
tory record systems managers. Officials in agencies that have suc-
cessfully improved data quality in their systems agree that progress
came only after criminal history record data quality was identified as
a specific agency priority and efforts were made to ensure that all
phases of the agency’s operations reflected a commitment to im-
proving accuracy and completeness. Thus, a critical part of any
program to improve data quality, whether at the statewide level or in
a particular agency, must be an effort to ensure that appropriate of-
ficials and practitioners understand both the universal usefulness of
the criminal history record and that improved accuracy and com-
pleteness of record information makes the job of recordkeeping
easier and more effective. This understanding can be translated into
a commitment to improving data quality on the part of officials who
make funding available for data quality initiatives, as well as agency
personnel who collect, report and enter data into information sys-
tems.

High-level Directives

Such a commitment should be formalized by an announcement
or directive issued by appropriate officials, such as (in the cases of
a statewide commitment) the governor, the chief justice of the state
supreme court, or the administrator of state courts. The directive
should 1dent1fy data quality improvement as a priority and should
identify officials who will be responsible for formulating, imple-
menting and evaluating data quality initiatives.

The importance of a high-level executive commitment to data
quality cannot be overstated. Virtually everyone in the criminal
justice community acknowledges the importance of data quality.
Too often, however, such acknowledgment is not followed by ap-
propriate action to improve data quality levels. Systems officials
and criminal justice practitioners commonly believe that they are too
busy with other essential duties to undertake the additional effort of




improving data quality. In some cases, funding for additional staff
and equipment may be uveded and may seem unattainable. As a re-
sult, improved data quality may remain an acknowledged, but
largely neglected, long-range goal for criminal justice agencies, and
practitioners may continue to struggle to perform their duties using
data of less than acceptable quality. To remedy this situation, a
person or a group must decide that data quality improvement is an
important, attainable goal, and must take action to ensure that all in-
volved officials and personnel understand this commitment and
support it through appropriate action.

Summary

The essential purpose of this strategy is to ensure that: offi-
cials and practitioners understand the usefulness of the criminal
history record and the importance of high data quality; improved
data quality is identified as a priority by high-level officials who can
direct that appropriate action be taken to implement the goals of this
priority; and officials and practitioners at all levels understand the
importance of cooperating in the subsequent programs and initia-
tives designed to make improved data quality a reality.




STRATEGY:
TASK FORCE ON DATA QUALITY

Establishing a High-level Task Force to Formulate
and Implement a Comprehensive Data Quality
Improvement Program

An effective strategy for making data quality a priority within a
state or a particular agency, as well as for implementing specific
initiatives, is the formation of a task force dedicated to and respon-
sible for improving data quality within the state or agency. Sucha
task force can take the lead in promoting the concept of improved
data quality as a priority goal for criminal justice and can provide
statewide or agencywide leadership in developing and implementing
programs designed to enhance data quality. At the state level, task
forces can also help in identifying and resolving problems that tran-
scend departmental or agency lines (such as recordkeeping prob-
lems caused by the use of disparate information systems in courts
and other criminal justice agencies, some of which use different of-
fense classification codes and recordkeeping protocols). A task
force can also emphasize the need for cooperation between courts
and central repositories and help to encourage cooperation by al-
laying judicial concerns about court autonomy and the potential
misuse of court records by repositories and their user agencies.

Membership

To have the greatest impact, the membership of the task force
should be as high-level as possible. If possible, the governor of the
state should be the chairman of a state-level task force, or it should,
at a minimum, have the governor’s support and be administratively
associated with the governor’s office. If this is not feasible, the
chief justice of the state supreme court is an excellent choice to chair
the task force. Other appropriate choices include the state attorney
general, particularly if the state’s criminal record repository operates
under his authority, and the chief executive officer of the Depart-
ment of Public Safety or its equivalent.

The director of the state’s central criminal record repository
should be a member of the task force, since the task of data quality
improvement intimately affects the repository. To help ensure the
cooperation of the courts, the task force membership should include
the highest ranking judicial officials possible, such as the chief jus-
tice; the chief judges of the appellate courts and the major trial




courts; the administrator of the state courts; and the official respon-
sible for the state’s judicial information system, if one exists. Other
members may be drawn from criminal justice agencies throughout
the state, from information system administrators or from public
interest groups. Technical committees or project implementation
committees may be set up as necessary to provide needed expertise
and to oversee particular task force initiatives. Funding is critical to
the success of any effort to substantially improve data quality and
legislative initiatives, such as enactment of a mandatory reporting
law, may be necessary. For these reasons, it is advisable that the
state-level task force include members of the state legislature, par-
ticularly the chairs, and perhaps prominent staff members, of the
judiciary and appropriations committees.

Mandate

The task force’s mandate is to review the state’s criminal jus-
tice information system and to implement necessary initiatives to
improve data quality, ensuring that the needs of criminal justice
agencies within the state are met. The task force must develop spe-
cific goals and objectives that will guide planners and will help
evaluate progress. Its most important contribution, however, can
be in ensuring that data quality is recognized as a priority goal of the
criminal justice system and in facilitating interagency cooperation
and communication to ensure successful implementation of data
quality initiatives.
Summary

The high-level commitment and influence of an appropriate
(preferably statewide) task force can immeasurably enhance the
chances that a program to improve data quality will succeed. In the
absence of such commitment, and in the absence of the involvement
of officials who can ensure that appropriate action is taken, data
quality initiatives often receive little more than lip service. The pri-
mary contribution of the task force can be ensuring that data quality
is made a priority goal for criminal justice and helping develop and
implement programs to meet this goal.




STRATEGY:
INCREASED AUTOMATION

Implementing Automated Systems or Enhancing Existing
Automated Systems to Facilitate Data Quality Improvement

Surveys show that criminal justice officials at all levels over-
whelmingly believe that automation has resulted in the greatest im-
provement in information management in their agencies and is the
single most important tool for achieving better data quality. Auto-
mated systems make it more practical and economical to implement
many other data quality strategies, such as improved data entry
procedures and editing, disposition monitoring and data-linking
systems. Furthermore, the telecommunications components of au-
tomated systems make the reporting of arrest and disposition data
easier and more economical and reliable.

Automation

A major component of any comprehensive effort to improve
data quality shouid include consideration of new automated systems
or enhancement of existing automated systems. Attempts to en-
hance existing automated criminal justice information systems,
however, should be managed very carefully, with careful consider-
ation given to how the systems will interact with other existing or
planned systems and how these systems will be integrated into a
successful statewide system. These are extremely complex issues
that should receive the attention of a task force, needs assessment
group or other similar group with multiagency, multidiscipline rep-
resentation and technical expertise.

Automated systems can include facsimile equipment capable of
transmitting fingerprint impressions over telecommunications lines,
thereby making it easier and faster to positively identify record
subjects. Some very advanced automated systems also possess an
automated fingerprint identification capability which vastly im-
proves the speed and reliability of fingerprint processing. Finally,
the needs assessment and system analysis strategies that follow
constitute a vital part of any undertaking to enhance automation and
invariably result in better interagency cooperation and improvement
in the efficiency of the recordkeeping operations of constituent
agencies.
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Summary

The automation of the recordkeeping functions of criminal jus-
tice agencies can increase both the efficiency of agency activities
and the accuracy and completeness of criminal history records.
Accordingly, the implementation of new automated systems — or
the enhancement of existing systems — should receive careful con-
sideration by criminal justice agencies as a major goal of any pro-
gram to enhance data quality. Because of the complex issues in-
volved with such automation, the consideration of a task force or
similar group with multiagency, multidiscipline representation and
technical expertise in recommended.

11




STRATEGY:
BASELINE AUDIT

Performing a Comprehensive Data Quality Audit as the Basis
Jor Formulating a Data Quality Improvement Program

Auditing is one of the most effective, yet most neglected, data
quality tools. Although the Federal Regulations require annual au-
dits of the central state repositories and representative samples from
contributing criminal justice agencies,2 only a few states have per-
formed extensive audits of their repositories and only a handful
have undertaken any substantial auditing of local agencies. In
practically every state, therefore, a desirable early step in a program
to improve data quality is a comprehensive baseline audit of the
repository and representative auditing of contributing agencies to
assess existing data quality levels and to identify problem areas and
agencies. Using the data from such audits provides a point of ref-
erence from which agencies can work in formulating a data quality
improvement program and will enable agencies to better tailor a
program to fit their needs.

Audit Components

A baseline audit ideally should include an evaluation of the
repository’s data quality procedures, including reporting procedures
applicable to contributing agencies, and an assessment of the com-
pleteness and accuracy of the criminal history database maintained
by the repository. In addition, an evaluation of reporting proce-
dures and other data quality procedures of local agencies, particu-
larly large agencies and agencies known to have data quality prob-
lems, should be performed. A sample of repository records should
be compared with source documents maintained by local criminal
justice agencies, including police department arrest logs and the
original court records of disposition. Transmittal forms used in
forwarding information to the repository should be checked because
errors often occur in transferring information onto such forms.

If possible, the audit should be performed by an outside con-
tractor or by an independent agency such as the state anditor’s of-
fice. Extensive outside audits are quite expensive, however, and it
may be difficult to obtain adequate funding for such an undertaking,

298 C.E.R. § 20.21(e).
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The goal should be to perform the most extensive and objective au-
dit possible with available funding.

In-house Audit

If an outside audit is not feasible, an in-house audit of the
repository should be performed. Much can be learned about data
completeness and accuracy from a relatively inexpensive in-house
audit of the repository. Although the results of such auditing may
not be statistically reliable in a strict sense, they may well be ade-
quate as baseline data for assessing the general level of data quality
in a state, identifying problem areas and agencies, and formulating a
strategy for data quality improvement.

An in-house audit should include an evaluation of the reposi-
tory’s data quality procedures and an assessment of existing levels
of completeness and accuracy based on available data. The audit
can include any number of activities, such as:

» comparing repository fingerprint cards with the identifi-
cation and arrest charge components of sample rap
sheets;

» undertaking representative sampling to assess the accu-
racy of name search and technical fingerprint search
techniques used by the identification bureau;

» checking rap sheet disposition data against disposition
reporting forms (if such forms are used and kept on
file);

» assessing the timeliness of disposition reporting by
comparing the dates of reportable events against data
that indicates the dates the repository received the infor-
mation or when the information was entered into the
criminal history system;

» making site visits to contributing agencies to verify
repository data against source documents (or sending
sample records to such agencies for verification if site
visits are not feasible); and

» undertaking representative sampling to assess the com-
pleteness of criminal history information (using avail-
able statistics or assumptions concerning the average
time required for various reportable events to occur and
be reported).

13




Summary

A baseline audit should be undertaken as an early step in any
campaign to improve data quality. Such an audit should be as ex-
tensive as is feasible and should assist agencies in assessing exist-
ing data quality levels, identifying problems in the present system,
and providing a basis for evaluating the success of data quality ini-
tiatives. In addition, a major goal of any data quality improvement
program should be the establishment of continuing regular audits as
a priority program, since regular auditing is universally recognized
as one of the most effective data quality tools.

14




STRATEGY:
NEEDS ANALYSIS

Ensuring that Data Quality Improvement Initiatives Reflect
the Needs of Criminal Justice Practitioners

Any program to improve data quality should include a
comprehensive analysis of the information needs of the criminal
justice agencies that actually use the information maintained by state
and local criminal history record repositories. Whether performed
by a data quality task force or some other group, such an analysis
should gauge the needs of the repositories and those of criminal
justice practitioners statewide who use criminal history data in per-
forming their duties. These include practitioners in law enforce-
ment agencies; prosecutors and trial judges; and judges responsible
for first appearances, bailsetting and sentencing, since they are an
often-overlooked category of criminal history record users.

Sufficient Data

The primary goal of a needs analysis is to ensure that rap sheet
information is sufficient to meet the needs of practitioners at every
level of the system and that it is presented in a clear and unambigu-
ous format. If a survey of practitioners indicates that changes in the
rap sheet format are necessary or that additional information should
be included, these modifications should be made priority goals.
Even in automated systems which would require extensive repro-
gramming, modifications to improve the clarity and usefulness of
the rap sheet should be considered necessary and worth the cost.
Although the rap sheet data may be accurate and complete, its use-
fulness can be seriously compromised if the format makes it diffi-
cult to understand. This is particularly the case with the many non-
criminal justice users, who are unfamiliar with the criminal justice
process and with technical terms and symbols.

A comprehensive, systemwide needs analysis can also help a
repository determine whether its data quality improvement initia-
tives are properly focused to serve the needs of practitioners. In
addition, such an analysis may assist criminal justice agencies in
better understanding their own data needs. This can result in agen-
cies improving their own procedures and forms in order to make
their jobs easier and in increasing cooperation in implementing any
number of data quality improvement initiatives. (If reporting agen-
cies perceive that they will benefit from new initiatives that require

15




little substantial work, the success of data quality improvement
strategies fares better.)

Summary

Whether included within a baseline audit as part of an automa-
tion enhancement program, or whether undertaken separately, a
careful analysis of the information needs of criminal justice practi-
tioners served by state and local criminal history record repositories
should be an essential part of any data quality improvement pro-
gram. Such an analysis can ensure that rap sheet information suffi-
ciently meets the needs of practitioners and that data quality im-
provement initiatives are properly focused. It can also enhance the
support for such initiatives of the practitioners who use the data and
determine the success of any data improvement program.

16




II. DATA ENTRY STRATEGIES

Data Entry Strategies for improving data quality are those that
can improve data entry procedures to facilitate the collection of ac-
curate and complete data and minimize the likelihood of that erro-
neous data will find its way into criminal history record systems.
They include:

» developing uniform data collection documents;

¢ implementing systematic edit and verification tech-
niques;

+ implementing unique-number tracking systems to ensure
that arrest and disposition data are properly linked and

that reported information is appended to the right rap
sheet; and

+ using review procedures to avoid ambiguity in rap
sheets by eliminating disparities between arrest charges
and disposition information.

17




STRATEGY:
UNIFORM DOCUMENTATION

Developing Uniform Documenis and Forms for
Reporting and Recording Criminal History Data

Using uniform documents and forms is an often-overlooked,
but very important, strategy for improving the quality of data
entered into criminal history systems. The use of uniform
documents, forms, offense codes and reporting procedures makes
data collection easier and more economical; helps to ensure that the
repository will receive appropriate data; and makes it easier to
interpret and verify reported data.

Repository/Agency Development

Ideally, the documents, forms, offense codes and reporting
procedures should be developed jointly by the repository and con-
tributing criminal justice agencies. This can be accomplished
through a needs analysis of the type described in Section I, Admin-
istrative Strategies. This should make it possible to educate con-
tributing agencies on the needs of the repository and other criminal
justice agencies and to achieve greater cooperation in developing
uniform documents, forms and procedures. In addition, particular
agencies may redesign their data handling procedures to ensure that
the data needed by the repository is collected and reported in the
necessary format without entailing additional work by agency per-
sonnel. Particularly in automated agencies, repository reporting can
be a painless by-product of the day-to-day case processing and data
gathering activities undertaken by agency personnel.

Summary

In addition to improving data quality, a real benefit of uniform
data collection documents, forms, offense codes and reporting pro-
cedures is the cooperative effort between repositories and criminal
justice agencies that is generally required to produce the agreement
on uniformity. Documentation and reporting procedures, therefore,
can become a method for improving communication and coopera-
tion among the various component agencies of the criminal justice
system.

18




STRATEGY:
SYSTEMATIC AUDITS

Implementing Routine System Procedures to Enhance
Data Accuracy and Monitor System Operations

All criminal justice agencies, whether their information sys-
tems are automated or manual, can implement numerous data col-
lection, data entry and systematic audit procedures to greatly mini-
mize the possibility that inaccurate information will be entered or
stored in their systems. There are many such procedures, and each
is very effective in improving data quality levels.

Foremost, data collection documents should be designed to be
easy to understand and fill out. They should capture all necessary
information — while allowing no unnecessary information — in a
way that minimizes the possibility of misreading or misinterpreta-
tion. All criminal justice agencies should review such documents
periodically to ensure that they are properly designed and used.

Editing and Vervification

Data entry edit procedures range from such manual methods as
visually checking data before input to detect inaccurate or missing
information to using sophisticated computer edit and verification
programs. Some agencies follow a routine procedure of having at
least two people check the information before it is entered into the
system to ensure that source documents have been properly inter-
preted and that all required information has been accurately
recorded. All criminal history printouts produced for dissemina-
tion, manual updating or as part of other in-house processing rou-
tines, may be visually checked to ensure that updated data are accu-
rate and that historical data have no apparent inaccuracies.

Computer edit and verification programs are limited only by
the imagination of system designers and the initiative of system
managers. Various software programs to perform standard edit and
verification tasks are available on the market. In addition, programs
tailored to specific agency needs can be developed by system de-
signers and programmers. These programs can check for required
data fields and perform a wide variety of checks on the accuracy
and consistency of information entered into the system.
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Systematic Audits

Automated systems can, and should, keep logs to provide an
audit trail for all transactions, including: inquiries; responses; up-
dates; data rejections; changes and modifications; source document
numbers; and operator identification codes. These logs facilitate
error notification procedures and make it possible to identify oper-
ators who make frequent mistakes and who need additional train-
ing. Although it is more difficult, manual systems can keep trans-
action logs to store some of the above information for audit trail
purposes.

Criminal justice agencies can implement programs of random
inspection in both automated and manual systems. In such a
procedure, sample record entries are compared against source doc-
uments to monitor accuracy and completeness levels and to ensure
that data-handling procedures are being properly followed. Auto-
mated systems can be programmed to periodically print out random
samples of criminal histories for this purpose. These random in-
house audits should be run against all files — name indexes, fin-
gerprint and criminal history files.

Summary

All criminal justice agencies can improve data quality through
the implementation of a wide variety of data collection, data entry
and systematic edit and verification procedures designed to improve
data entry accuracy, to monitor data quality levels, and to ensure
that system procedures are properly followed. These systems are
not expensive or difficult to implement, particularly in automated
systems, and can result in dramatic data quality improvements.

Note: This strategy may also be considered a helpful Data
Maintenance Strategy.
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STRATEGY:
TRACKING SYSTEMS — UNIQUE TRACKING NUMBERS

Using Unique Tracking Numbers to Ensure that Arrest
and Disposition Data are Properly Linked

Aside from the failure of criminal justice agencies to report
dispositions, perhaps the most difficult data quality problem faced
by repositories is the proper linking of reported data to the appro-
priate individual and case cycle, so that arrest, prosecutor, court and
correctional data can be accurately linked to the right rap sheet and
arrest event. Some states have had limited success with a combina-
tion of tracking systems that help link data by subject name with the
various case identification numbers assigned by criminal justice
agencies. However, the few extensive repository audits undertaken
have shown that accurate linking of data is best facilitated by track-
ing systems that use unique tracking numbers. These numbers are
assigned at the arrest stage and are included with all reported data
associated with that arrest as it is processed through the criminal
justice system.

Unique Numbers

The unique tracking numbers may be pre-pnnted on disposi-
tion reporting forms or assigned by arresting agencies and passed
along with case papers. An advantage of using pre-printed forms is
that the tracking number can be printed on all pages of the form or
on additional peel-off strips bearing the tracking numbers for use by
other agencies. These strips may be attached to reporting forms or
other papers passed along with the case file as the case is processed
through the system, thus reducing the chance that the tracking
number will be omitted or that an error will be made in entering it.
A variation of this approach involves the use of bar coding on the
strips or forms. Since this technology represents a significant im-
provement in the accuracy of data capture, its use in criminal justice
information management should be carefully considered.

Whatever the approach used, it is important that the unique
tracking number be assigned at the time of arrest and that it be at-
tached to or written on the arrest fingerprint card forwarded to the
central repository. In this way, the tracking number can be tied to
positive identification of the arrested individual and to the charges
stemming from the arrest. This will ensure that subsequently re-
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ported disposition data are associated with the correct rap sheet and
the appropriate arrest cycle.

In automated systems — particularly if repository reporting is
automated — procedures should be implemented to ensure that the
unique tracking number is accurately entered with all reported dis-
position data. Data entry screens should include the tracking num-
ber as a required field, and system edit procedures should reject
disposition data entries that do not include the number. An addi-
tional safeguard is to include a check digit in the tracking number
and institute system edit procedures to monitor accurate keying in of
the number.

Case ID Number

A strategy for increasing the effectiveness of unique tracking
number systems is to require or encourage prosecutors, courts,
corrections and other appropriate agencies to use the tracking num-
ber as their case identification number. Although it may be difficult
to persuade agencies to change long-established case numbering
systems, the goal of a single systemwide tracking/case numbering
system is well worth pursuing as a long-range objective. If partic-
ular agencies install automated systems or significantly modify ex-
isting automated systems, implementation of the unique tracking
number as the agency’s case identification number may be included
in the design..

Aside from facilitating data linking, unique tracking numbers
also increase the effectiveness of error notification procedures and
delinquent disposition monitoring systems. In addition, tracking
numbers can greatly facilitate data quality auditing if the number is
included on all source documents.

Summary

The implementation of data tracking systems that use unique
numbers should be considered as a data quality strategy. It is diffi-
cult to overrate the importance of a unique tracking number system
as a data quality initiative. Such systems can ensure that arrest and
disposition data are properly linked, thus enhancing the accuracy of
rap sheets and making them easier to read. They also make other
data quality procedures — such as data quality auditing and error
notification — more effective.
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STRATEGY:
TRACKING SYSTEMS — CHARGE TRACKING

Using Unique-Number Tracking Systems Keyed to Individual
Charges and Counts to Ensure that All Charges and Counts are
Accounted For

Some states have implemented unique-number tracking sys-
tems that assign a single number to an arrest and all of the charges
stemming from it. Although some of these systems work relatively
well in enabling the repository to associate disposition data with
previously reported arrest cycle data, they do not provide the basis
for reliably associating particular dispositions with particular
charges and counts. Since most arrests result in multiple police
charges, and since these charges may be modified or augmented at
later stages of the criminal process (e.g., after initial review by the
prosecutor, by a grand jury, or as a result of plea bargaining), it is
common for the repository to receive court dispositions for a
particular arrest cycle on charges other than those initially reported
by the police and entered in the charge column of the rap sheet.
Although a single tracking number may enable the repository to ap-
pend the disposition data to the proper arrest cycle, the resulting rap
sheet may be ambiguous: it may be difficult or impossible to de-
termine the disposition of all of the charges or even whether all
charges have been disposed. Audits and needs analyses have
shown that this problem is a source of confusion and detracts more
from the usefulness of the rap sheet than repository administrators
and other record officials often believe.

Suffix Numbers

A strategy agencies with tracking systems can use to solve this
problem 1is to assign a saffix number to each charge and count re-
ported by the police and entered on the rap sheet, for example, 01,
02, 03. These numbers, in combination with the tracking number
for the arrest cycle, should then be used in subsequent processing
of the case for reporting disposition data to the repository. If a
charge or count is dropped or modified by the prosecutor, this in-
formation may be reported to the repository by tracking and charge
numbers and can be shown clearly on the rap sheet. If new charges
are added by a grand jury, these charges can be assigned new num-
bers — e.g., 04, 05 — and reported to the repository. In this
way, every charge shown on the rap sheet can be accounted for or it
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can be determined which reported dispositions relate to particular
charges, even if a disposition is not reported and recorded for each
charge.

This strategy can be implemented as an entirely new tracking
system in jurisdictions which currently do not have a tracking sys-
tem or can be implemented as a modification to existing tracking
systems that do not have charge-tracking capabilities. The benefit
of charge-tracking is that it permits the repository to account for ev-
ery charge shown on the rap sheet for a particular arrest, thus
eliminating a source of rap sheet ambiguity.

Summary

In order to link disposition data with the particular charges and
counts associated with a particular arrest cycle, agencies should
consider using unique-number tracking systems that assign suffix
numbers to each charge and count. This will allow agencies to eas-
ily determine the disposition of every charge shown on the rap sheet
and will help end rap sheet ambiguity.




STRATEGY:
TRACKING SYSTEMS — INITIAL RAP SHEET CHARGES

Including Charges on Rap Sheets Only After They Have
Been Reviewed by the Prosecutor

In most states, the repository enters initial charge data on the
rap sheets from the arrest fingerprint cards sent in by the police. It
is a common practice in practically all jurisdictions, however, for
the charges made by the police at the time of arrest to be subse-
quently modified by the prosecutor. After reviewing a case, the
prosecutor may decide either to not prosecute some charges, to
modify existing charges or to add new charges. This creates a
source of confusion for agencies, since subsequent court disposi-
tion data may not match the initial arrest charges shown on the rap
sheet. This problem can be solved by a unique-number charge-
tracking system, as described in the previous strategy, combined
with full reporting by all components of the criminal justice system.

Prosecutor Review

If implementation of a unique-number charge-tracking system
is not feasible, this problem may be handled in part by instituting
this procedure: charges will not be recorded on a rap sheet until af-
ter they have undergone initial review by the prosecutor’s office.
The feasibility of this strategy will depend, of course, upon how
cases are processed in particular jurisdictions and how data are re-
ported to the repository. It will work best in jurisdictions where the
prosecutor reviews cases before the defendant’s initial appearance
or arraignment, and where the courts with first appear-
ance/arraignment jurisdiction cooperate in reporting disposition data
to the repository.

If this is the case, the repository may follow the practice of
recording only identification data, arrest event data and tracking
numbers from the arrest fingerprint card. The charges shown on
the rap sheet would be reported by the court and would be those for
which the defendant will appear for bailsetting or arraignment.
Since, in this scenario, the charges would have already been re-
viewed by the prosecutor, “unpapered” police charges would not
appear. The charges recorded on the rap sheet would be those that
are more likely to be actually prosecuted and result in trial court
dispositions. Thus, perhaps the greatest source of disparity between
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initial rap sheet charges and court dispositions will have largely
been eliminated.

A variation of this strategy is for the prosecutor to report
charge data to the repository after his initial review of the case; the
repository then enters this data on the rap sheet as the initial charge
data. There are other variations, of course; but the overall goal is to
record initial charge data on the rap sheet only after the charges
have been reviewed by the prosecutor. This eliminates inclusion of
unpapered police charges for which subsequent court dispositions
will not occur and assures inclusion of charges added by the prose-
cutor after the case is forwarded by the police.

Summary

A troublesome source of ambiguity in rap sheets may be elimi-
nated by a practice of entering initial charges on the rap sheets only
after they have been reviewed by the prosecutor’s office (and per-
haps initially filed in a court of first appearance). This practice is
preferred to entering charges from arrest fingerprint cards.
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III. DATA MAINTENANCE STRATEGIES

Data Maintenance Strategies for improving data quality are
those that provide an ongoing check on the accuracy and complete-
ness of the information contained in databases. One such strategy
is to periodically print out sample records to verify their accuracy by
comparing them with source documents or other available data.
This strategy, first discussed in Section II, Data Entry Strategies, is
part of suggested systematic audit procedures that can also be used
as a viable Data Maintenance Strategy.

Other proven Data Maintenance Strategies include:

» legally mandating arrest and disposition reporting;

» implementing systems for monitoring arrest and dispo-
sition reporting;

¢ obtaining court disposition data through reporting from
prosecutors; and

e using preprinted reporting forms to facilitate disposition
reporting and linking of arrest and disposition data.
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STRATEGY:
MANDATORY REPORTING

Enacting Laws Requiring the Reporting of Criminal
History Record Data

Every state should consider enacting a law that specifically re-
quires mandatory reporting to the central repository of all informa-
tion to be included on the rap sheet. This includes arrest data and
all subsequent actions and dispositions occurring in the case up to,
and including, release of the record subject from the cognizance of
any segment of the criminal justice system. Thus, the law should
deal with arrest warrants, arrest data, and information concerning
case processing by local detention centers, bail agencies, prosecu-
tors, trial and appellate courts, parole and probation agencies, cor-
rectional agencies (including departments of mental health) and the
governor’s office (executive clemency).

Specifics

A mandatory reporting law should specify the information to
be reported and identify the official or agency responsible for re-
porting each reportable event and the time period within which re-
porting should take place. The law should specify penalties for
noncompliance. Numerous states have enacted detailed reporting
laws of this type which may be used as models. At least one state’s
law requires that the salary of officials be withheld if they fail to
comply with reporting requirements.

The reporting law should authorize the state’s central criminal
record repository or some other appropriate body to issue regula-
tions to implement the law. Several states have vested this respon-
sibility jointly in the repository administrator and the chief justice of
the state supreme court or state court administrator. It is critically
important that the law authorize these officials to specify the form in
which information must be reported and to develop and require the
use of uniform data collection and reporting forms and procedures.
Specific strategies in the legislation should, of course, reflect indi-
vidual state and local administrative structures and procedures.

Participation

Criminal justice officials from all segments of the system
should be involved in developing and drafting the reporting law. If
widespread agreement can be reached concerning the need for re-
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porting and the responsibility for reporting specific information,
this agreement can be the beginning of the kind of interagency co-
operation that is necessary for achieving significant data quality im-
provement.

While mandatory reporting laws do not guarantee high levels
of reporting (since they are often difficult to enforce, despite the in-
clusion of penalties), they are generally regarded as helpful and in
some cases have proved highly effective. At the very least, they
emphasize the state’s commitment to data quality improvement, and
they can be cited as legal authority for programs to improve report-
ing.

Summary

Properly-drafted mandatory reporting laws should be consid-
ered a highly effective data quality strategy. Such a law can help
increase arrest and disposition reporting levels, and the interagency
cooperation necessary for developing such a law can benefit an
overall data quality improvement program. Enactment of such a
law should be a priority goal in any state that does not have one.
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STRATEGY:
MONITORING DISPOSITION REPORTING

Implementing Systems to Monitor Disposition Reporting and to
Identify Cases in Which Dispositions Have Not Been Reported
in a Timely Fashion

One of the most effective methods for improving disposition
reporting is to implement a system of regular and random audits to
monitor compliance with reporting requirements. Such systems,
often referred to as delinquent disposition monitoring systems, are
designed to flag arrest entries for which dispositions have not been
reported after a reasonable period. They can be used to monitor
data reporting at all stages of the criminal justice process and are not
difficult to implement, particularly in automated systems.

System Features

Implementing a delinquent disposition monitoring system first
requires the establishment of a list of reportable events along with
estimated time periods within which each event should occur and be
reported to the repository. The monitoring system should be de-
signed to generate a delinquency flag if a reportable event in a par-
ticular case cycle is not received within the established time period.
The system also could be designed to generate a flag when a partic-
ular reported event indicates that a prior event occurred and was not
~teported. This would serve to alert repository personnel of the
missing data; in addition, the system could be designed to trigger a
notice to the appropriate criminal justice agency, requesting that it
provide the missing-arrest or disposition data or provide current
data on the status of the case.

Delinquent disposition monitoring systems operate far more
economically in antomated systems than in manual systems. Itisa
relatively simple matter to program most automated systems to gen-
erate the necessary delinquency lists. Manual systems, however,
can also establish workable disposition monitoring procedures. In
these cases, monitoring can occur, for example, when requests for
dissemination of particular records are made. Before an agency
disseminates the printout of a requested record, it can be reviewed
and, if it appears that disposition data are missing, some check —
such as a telephone inquiry to a prosecutor or court official — can
be made to update the record.
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Delinquency lists are generated periodically in some automated
systems as a routine check on data quality levels. Often, however,
no further use is made of such lists due to lack of personnel or other
reasons. If data quality is truly to be made a priority, further action
must be taken to obtain and record the missing information, through
the mailing of delinquency lists to appropriate criminal justice agen-
cies or the assignment of field personnel to obtain the missing data.

Summary

A monitoring system that flags missing arrest and disposition
data, coupled with procedures to obtain such information, can be
one of the most effective ways of increasing completeness levels in
criminal history record systems. This strategy operates more eco-
nomically in automated systems but is also a workable strategy for
agencies with manual systems. Serious consideration should be
given to such procedures in all agencies that have not implemented
them.
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STRATEGY:
COURT DISPOSITION REPORTING BY PROSECUTORS

Obtaining Court Disposition Information from Prosecutors in
Jurisdictions Where Court Reporting is Poor

Criminal record repositories face yet another serious data qual-
ity problem when they fail to obtain court disposition data. Because
some judges believe that they have the least need for criminal his-
tory records and some court officials tend to maintain their
independence from executive department initiatives, some states
have had difficulty improving data quality through increased dispo-
sition reporting by court personnel.

Prosecutor Reporting

Some states may want to employ an approach that has proved
successful in other jurisdictions — the reporting of court disposi-
tion information by prosecutors. Prosecutors generally are in-
volved in the processing of criminal cases from soon after arrest
through the conclusion of court processing. Thus, they are in a
position to obtain and report not only court disposition information,
but also bail, pretrial detention and grand jury data. In addition,
prosecutors often make extensive use of criminal history records,
and thus are aware of the advantages that can accrue from signifi-
cant data quality improvements. For these reasons, their coopera-
tion in disposition reporting may be easier to obtain in some juris-
dictions than that of court personnel.

Prosecutor reporting of court dispositions can be facilitated in a
variety of ways. Prosecutors can be provided with pre-printed,
uniquely-numbered disposition reporting forms, as discussed in the
following strategy, or repository reporting can be made a by-prod-
uct of an automated prosecutor management information system.
As in all initiatives of this kind, its chances of success are increased
if procedures can be devised to ensure that reporting does not entail
significant additional work by prosecutors. It may be possible to
redesign existing forms and procedures used in the prosecutor’s
office to make reporting a by-product of information practices un-
dertaken as a part of the prosecutor’s normal duties. For example,
reporting to the repository may be accomplished through the use of
computer tapes generated by existing prosecutor management in-
formation systems.
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It must be emphasized that this approach — case disposition
reporting by prosecutors — should be regarded as an interim strat-
egy. The only official court disposition information is the court
record; this data should be reported, if at all possible, by judicial
personnel. Efforts to enlist the cooperation of the courts should be
regarded as critically important. In this regard, prosecutors may be
able to assist in other ways in resolving difficulties associated with
court disposition reporting by judicial personnel. For example,
prosecutors may report lists of cases that have been adjudicated,
thus providing a back-up on the adequacy of disposition reporting
by the courts. Prosecutors may also be willing to assume
responsibility for making contacts and performing necessary re-
search to resolve ambiguities in court-reported disposition informa-
tion. In this way, they may help to make judicial reporting more
effective.

Summary

Complete and timely reporting of court dispositions by judicial
personnel should be an important goal of any data quality enhance-
ment program. The reporting of such data by prosecutors, how-
ever, may represent an effective interim approach in jurisdictions
where the full cooperation of court personnel cannot be obtained.
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STRATEGY:
PRE-PRINTED DISPOSITION REPORTING FORMS

Using Pre-printed Forms to Facilitate the Reporting of
Dispositions and the Linking of Arrest and Disposition Data

A number of states have improved disposition reporting and
facilitated the matching of arrest and disposition data by using pre-
printed disposition reporting forms of varying kinds.

Pre-printed Forms

Typically, pre-printed forms consist of multiple-page sets of
color-coded pages or tear-off sections to be used by each reporting
agency for reporting data to the repository. The arresting agency
enters identification data and arrest charges on the top page, mails
the information to the state repository and passes the remaining
parts of the form to the next agency in the criminal justice process,
for example, the prosecutor’s office or the court where the arraign-
ment takes place. Each agency enters appropriate, reportable event
information, mails its page or form to the repository and passes the
remaining pages to the next agency in the process. All of the pages
may have carbon backs so that case information printed on one page
will appear on the other pages.

Pre-printed Notices

A variation of this approach involves the use of pre-printed
notices by which criminal justice agencies both notify the repository
that the case has been received and report case identification num-
bers. These numbers are then used to link subsequent disposition
data to previously reported data. The repository enters the numbers
in the system for linking purposes and mails forms back to the
agency to be used in reporting disposition data when it is available.
An advantage of this approach is that the pre-printed form package
is less bulky. Another advantage is that the repository is notified
when the case is received by each criminal justice agency. A disad-
vantage, however, is that more forms must be exchanged, which
increases the chances that the process will break down.

Typically, the pre-printed forms use a tracking number to
identify the case and to facilitate the matching of data reported by
different agencies. The numbers may be pre-printed on the forms
or spaces may be provided for the entry of the numbers, Pre-ad-




dressed mailing envelopes may be provided to facilitate the for-
warding of disposition reporting forms to the repository.

A weakness in these systems is that they require the
cooperation of several criminal justice officials at various stages of
the case, and the failure of any one of them can cause the system to
break down. Other weaknesses are heavy reliance on the inter-
agency postal service to exchange forms and the handling of a large
number of forms. To ensure that such a system will work, some
way of monitoring compliance must be implemented, such as a
disposition reporting monitoring system (itself another Data
Maintenance Strategy).

Summary

If properly implemented and monitored, pre-printed disposi-
tion reporting forms can increase disposition reporting levels at all
stages of the system and also facilitate the accurate linking of arrest
data and disposition data. Use of such forms requires the coopera-
tion of criminal justice personnel at all levels of the justice system.
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IV. REGULATORY STRATEGIES

Regulatory Strategies can significantly increase the chances
that any initiative to improve data quality will succeed by ensuring
that data quality procedures are understood and properly imple-
mented. Such strategies help maintain continuity and consistency in
agency procedures and personnel performance. These strategies
include:

+ developing written agency procedures; and

» implementing a program of standardized training for
agency personnel with recordhandling responsibilities.
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STRATEGY:
WRITTEN AGENCY PROCEDURES

Formulating Written Agency Policies and Procedures
Relating to Data Quality

In every criminal justice agency, policies and procedures re-
lating to information handling — particularly those relating to data
quality — should be set out in written documents. Although there
is wide agreement on the need for such written policies and proce-
dures, it is surprising how few agencies, large or small, have ade-
quate policy documentation. The development of written proce-
dures for data quality can in itself be an important data quality strat-
egy, since it requires agency officials to review existing policies and
procedures and to focus on their adequacy and effectiveness. This
exercise commonly results in the improvement of existing proce-
dures and the identification of areas in which existing policies and
procedures are lacking or inadequate to meet legal or functional re-
quirements.

Purpose

Once developed, written procedures and manuals serve several
important purposes. First, they greatly assist in the training and
supervision of new personnel. If written in enough detail, they can
provide continuing guidance to agency personnel, thus ensuring
that such activities as source document interpretation and data entry
are performed correctly and consistently. Second, they provide a
basis for reviewing personnel performance and determining
whether additional training is necessary. Finally, they provide a
basis for auditing agency performance and serve as a departure
point for planning and developing improvements in data quality ac-
tivities.
Summary

The development and issuance of policy documentation in the
form of written agency procedures and manuals should be a major
goal of all data quality improvement programs. In addition to re-
sulting in better data quality, such procedures require agency offi-
cials to review the adequacy and effectiveness of existing proce-
dures and provide a basis for continuity in a data quality program.
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STRATEGY:
STANDARDIZED TRAINING

Implementing a Program of Standardized Training for Agency
Personnel with Recordhandling Responsibilities

Closely related to the need for detailed written procedures is
the need for an ongoing standardized training program for employ-
ees with data quality responsibilities. It is an unfortunate reality
that, in many criminal justice agencies, data entry and document
processing personnel are among the lowest paid employees. Due to
the resulting low motivation levels and high turnover rates among
such personnel, many agencies find it difficult to recruit and retain
qualified employees to perform these functions.

Training

Standardized training, both at the entry level and on a continu-
ing basis, can help to ensure that data handling functions are per-
formed correctly and consistently. Such training should, therefore,
be viewed as a necessary and routine part of agency activities.

Training programs should use written agency policy statements
and detailed manuals and instructions. The programs should stress
the need for adequate employee skills and standardized performance
routines, but should also cover such matters as legal and policy re-
quirements, privacy and security considerations, and the risk that
the agency or its personnel will be liable for mishandling sensitive
information.

If properly developed and implemented, this type of training
program will help increase employee motivation by stressing the
importance of data quality activities and will lead to improved per-
formance and enhanced data quality levels. It can also help to en-
sure consistent, standardized performance, notwithstanding em-
ployee turnovers. In addition, the very development of training
programs focus attention on agency policies and procedures, which
in itself leads to improvements that help to enhance data quality.
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Summary

Agencies that do not already have them should place a high
priority on the development and implementation of standardized
training programs for data handling personnel. Such programs,
which should include appropriate written procedures and manuals,
will help ensure data handling functions are performed accurately
and consistently.
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____The 1986 Directory of Automated

If your company’s market researchers want to
know which Federal, State, and local criminal
justice agencies are fully automated and what
computer equipment is currently used, they
need a copy of the Bureau of Justice Statistics’
1986 Directory of Automated Criminal Justice
Information Systems. This one-of-a-kind
index lists more.than 1,000 computerized
information systems being used by police,
courts, corrections, and other criminal
Jjustice agencies across the United States.

Organized alphabetically by State, city, or
county, the Directory is a reference guide to
information systems that are operational or are
being developed. Each entry lists the type
of information system in place—whether it
be police computer-aided dispatch or Prosecu-
tion Management Support System (PMSS). In
addition, the Directory supplies information
about the status of asystem’s applications and
its statistical and communications capabilities,
names hardware and software, and furnishes

Criminal Justice Information Systems____

key contact names, addresses, and tele-
phone numbers of criminal justice agency
administrators and data processing person-
nel with purchasing authority.

Never before have so many aspects of criminal
justice database information systems been
systematically compiled and reported. Five
indexes help locate systems by jurisdiction,
system name, system function, statistical
topic, and central processing unit,

The Directory, prepared by SEARCH Group,
Inc., forthe U.S. Bureau of Justice Statistics,
is a major step in the Bureau’s program to
provide a current reference for data processing
and criminal justice planners who are develop-
ing new systems or who are enhancing existing
ones.

The 1986 Directory of Automated Criminal
Justice Informarion Systems costs only $20.

_______________________________ e o o e o e e kP S

Ordering information

Yes! Please send me
Systems (NCJ 102260).

To speed the delivery of your Directory, have your
credit card ready and dial toll-free 800-732-3277.

Please print:

Name

Organization
Address

City State
ALY Telephone

[J Check this box if you want to be placed on the
Bureau of Justice Statistics mailing list.

- ey e e e B e 2 e o e o ko e i

copy(s) of the 1986 Directory of Automated Criminal Justice Information

To order, fill out and return this form with your check
or money order, PREPAYMENT IS REQUIRED, Mail
to: Justice Statistics Clearinghouse/NCJRS

Department F~<AEY

Box 6000

Rockville, MD 20850

[] Enclosed is a check or money order in the amount
of § . (Please make check payable
to the Justice Statistics Clearinghouse/NCIRS.)

[J Charge $ tomy [J VISA[] MasterCard

Account number

Signature

Expiration date




Bureau of Justice Statistics
repotts
{revised January 1989)

Call tolt-free 800-732-3277 (local
301-251-5500) to order BJS reports,
to be added to one of the BJS mailing
lists, or to speak to a reference
'specialist in statistics at the Justice
‘Statistics Clearinghouse, National
Criminal Justice Reference Service,
Box 6000, Rockville, MD 20850.
B8JS malntalns the following
mailing lists:
~® Drugs and crime data (new)
| ® While-collar crime (new)

Natlonal Crime Survey {annual)

| ® GCorrections (annual)

'® Juvenile corrections (annual)
Courts (annual)

Privacy and security of criminal
history information and
nformation policy

Federal statistics (annual)

BJS bulletins and special reports
(approximately twice a month)

@ Sourcebook of Criminal Justice

‘ Statistics (annuai)

Single copies of reports are free; use
NCJ number {o order. Postage and
handling are charged for bulk orders
of single reports, For single copies of
multiple titles, up to 10 titles are free;
11-40 titles $10; more than 40, $20;
libraries call for special rates.

Public-use tapes of BJS data sets

‘and other criminal justice data are
available from the National Archive
of Criminal Justice Data (formerly
CJAIN), P.O. Box 1248, Ann Arbor, M
48106 (toll-free 1-800-999-0960).

National Crime Survey

Criminal victimization In the U.5.:
1986 {final report), NCJ-111456, 9/88
1985 (final report), NCJ-104273, 5/87
1984 (final report}, NCJ-100435, 5/86
1983 (tinal report), NCJ-96458, 10/85

BJS special reporls;

The redesigned Natlonal Crime
Survey: Selacted new data, NCJ-
114746, 1/89

Motor vehicie theft, NCJ-109978, 3/88

Elderly victims, NCJ-107676, 11/87

Viotent crime trends, NCJ-107217,

Robbery victims, NCJ:104638, 4/87

Violent crime by strangers and
nonstrangers, NCJ-103702, 1/87

Preventing domaestic violence agalnst
womaen, NCJ-102037, 8/86

Crime prevention measures,
NCJ-100438, 3/86

The use of weapons In committing
crimes, NCJ-99643, 1/86

Reporting crimaes ta the police, NCJ-
99432,12/85

Locating city, suburban, and rural
crime, NCJ-09535, 12/85

The risk of viclent crime, NCJ-97119,
5/85

The economlc cost of erime to victims,
NCJ-93450, 4/84
Family violence, NCJ-03449, 4/84

BJS bullelins:

Criminal victim|zation 1987, NCJ-
113587, 10/88

Households touched by crime, 1987,
NCJ-111240, 5/88

The crime of rape, NCJ-96777, 3/85

Household burglary, NCJ-96021, 1/85

Vlolent crime by strangers, NCJ-80829,
4/82

Ctlme and the elderly, NC.J-79614, 1/82

Measuring crime, NCJ-75710, 2/81

Redesign of the National Crime
Survey, NCJ-111457, 1/89
The of crime
NCJ 111033, 6/88
Serfes crimes: Report of a field test (BJS
technical fepori), NCJ-104615, 4/87
Crlme and oldar Amerlcans information
package, NCJ-104569, $10, 5/87
Lifetime likelihood of victimlzation, (BJS
1echnlcal report), NCJ-104274, 3/87
Teenagse victims, NCJ-103138, 12/86

to ] inthe
National Crime Survey (BJS technical
report), NCJ-97624, 7/85
Victimizatlon and fear of crime: World
perspectives, NCJ-93872, 1/85, $9.15
‘The Natlonal Crime Survey: Working
papers, vol. |: Current and historical
perspectives, NCJ-75374, 8/82
vol. li: Methodological siudies,
NCJ-90307, 12/84

Corrections
BJS butlenns and special reports:

Capital punishment 1987, NCJ-111933,

Drug use and crime: State prison
inmate survey, 1986, NCJ-111940,
7/88

Prisoners in 1987, NCJ-110331,4/88

Timed served In prison and on parole
1984,NCJ-108544, 1/88

Profile of State prison Inmates, 1986,
NCJ-109926, 1/88

Imprisonment in four countries, NCJ-
103967, 2/87

Population density in State prisons,
NCJ-103204, 12/86

State and Federal prisoners, 192585,
102494, 11/86

Prison admisslons and releases, 1983,
NGCJ-100582, 3/86

Examlning recidivism, NCJ-88501, 2/85

Returning to prison, NCJ-95700, 11/84

Time servad in prison, NCJ-83924, 8/84

Correctional populations in the U.S.:
1986, NCJ-111611,1/89
1985, NCJ-103957, 2/88

Historical statistics on prisoners in State
and Federal institutions, yearend
1925-86, NCJ-111098, 6/88

1984 census of State adult correctional
tacilities, NCJ-105585, 7/87

Historical corrections statisilcs In the
U.S., 1850-1984, NCJ-102529, 4/87

1879 sutvey ol inmates of State correctionat
lacilities and 1979 census of Stale
correclional facilities:

BJS special repons

Children in custody

Census of public and private juvenile
detention, correctional, and shalter
tacllitles, 1975-85, NCJ-114065,

Survey of youth In custody, 1987
(special report), NCJ-113365, 9/88

Public juvenile facilities, 1985
(builelin), NCJ-102457, 10/86

Computer crimeé

BJS spactal reports:
Electronic fund transter fraud, NCJ-
966686, 3/85
Electronic tund transfer and crime,
NCJ-92650,2/84

Electronic fund transfer systems (raud,
NCJ 100461, 4/88

198283 census of juvenile
and correctional facilities, NCy-
101686, 9/86

Expenditure and employment

BJS builelins:
Justice expenditure and employment:
1985, NCJ-104460, 3/87
1883, NCJ-101776, 7/86
1882, NCJ-98327, 8/85

Justice axpenditure and employment:
Extracts, 1982 and 1983, NCJ«106628,

8/88
Extracts, 1980 and 1981, NCJ-96007,
1971-79, NCJ-92596, 11/84

Courts

BJS bullelins:

Criminal defense for the poor, 1986,
NCJ-112819,9/88

State felony courts and felony laws,
NGCJ-106273, 8/87

The growth of appeals: 1973:83 trends,
NCJ-96381, 2/85

Case filings In State courts 1983,
NCJ-95111, 10/84

BJS special repotis:

Falony case-processing time, NCJ-
101985, 8/86

Felony sentencing in 18 local jurisdlc-
tions, NCJ:07681, €/85

‘The prevalence of guilty pleas, NCJ-
96018, 12/84

Senténcing practices in 13 States,
NCJ-95399, 10/84

Sentencing outcomes in 28 felony
courts NCJ-105743, 8/87

The of impr
NCJ-93657,7/85

Career patterns In crime, NCJ-
88672,6/83

8JS bulleling:
Prisoners and drugs, NCJ-87575,
3/83

Prisoners and alcohol, NCJ-86223,
1/83

Prisons and prisoners, NCJ-B0697,
2/82

Veterans In prison, NCJ-79232, 11/81

Census of jatls and survey of jail inmates:
BJS bullelins and special repotls:
Jall Inmates, 1887, NCJ-114319,
12/88
Drunk driving, NCJ-109945, 2/88
Jall inmates, 1986, NCJ-107123,

10/87
The 1883 Jalt census, NCJ-95536,
11/84

Census of ocal jails, 1983: Data for
Individual Jails, vols. IV, Northeast,
Mldwest. South, West, NCJ-112786-9;
vol. V, Sali findings,

I'criminal def
NCJ-84702, 10/88

The prosecution of felony arrests:
1982, NCJ-106890, 5/88
1981, NCJ-101380, 9/86, $7.60
Felony laws of the 50 States and the
District of Columbta, 1886,
NCJ-1050686, 2/88,$14.70
State court model statistical dictionary,
Supplement, NCJ-983286, 9/85
1st edition, NCJ-62320, 8/80

study,

Privacy and security

Compendium of State privacy and security
Tegistotion:
1987 overview, NCJ-111097, 9/88
1987 full report (1,497 pages,
microfiche only), NCJ-113021,9/88

Criminal Justice Information policy:
Publlc accaas to criminal history record
Information, NCJ-111458, 11/88
J ile records and
systems, NCJ-112815,11/88

summary tables, NCJ- 112795.11/85
Our crowded Jalis: A national plight,
NCJ-111846, 8/88

Parole and probation

BJS bulletins:
Probation and parole:
1987, NCJ-113948,11/88
1986, NCJ-108012,12/87
1985, NCJ-103683, 1/87
Setting prison terms, NCJ-76218, 8/83

B8US special reports:
Time served in prison and on parole,
1984, NCJ-108544, 1/88
Recidivism of young parolees, NCJ-
104916, 5/87

Parate In the U.S., 1980 and 1981,
NCJ-87387,3/86

Charattoristics of persons entering
parole during 1978 and 1978, NCJ-
B7243,5/83

and policy
issues, NCJ 104342, 4/87

Criminal justice “hot files,
NCJ-101850, 12/86

Crime control and criminal records
(BJS special report), NCJ-99176,
10/85

State criminal records repositories
{BJS techaical report), NCJ-93017,

Data quality of criminal history records,
NCJ-98079, 10/85
Intalligence and Investigative records,
NCJ-95787, 4/85
Victim/witness legislation: An over-
view, NCJ-9436G5, 12/84
Proceedings of BJS/SEARCH
conference;
Open vs. confidential records,
NCJ:113560,11/88
Data quality pollcies and
procedures, NCJ-101848, 12/86
Informatlon policy and crime control
strategles, NCJ-83926, 10/84

security i NCJ-
84049, 9/82

Electronic fund transter systems and
crime, NCJ-83736, 9/82

Expert witness manual, NCJ-77827, 9/81,
$11.50

Federal justice statistics

‘The Faderal clvll justice system (BJS
bulletin), NGJ-104769, 7/87

ployer.p of
crime, NCJ-101851,7/87,36
Federal offenses and otfenders

8BS special reporls:

Drug law violstors, 1980-86, NCJ-
111763,6/88

Pretrial release and detention:
The Ball Reform Act of 1984,
NCJ-109929, 2/88

White-collar crime, NCJ-108876, 9/87

Pretrial release and misconduct, NCJ-
96132, 1/85

B8JS bulletins:
Bank robbery, NCJ-94463, 8/84
Federal drug law violators, NCJ-
92692, 2/84

General

8JS bulletins and spacial reporis;
Profile of State and local law
anforcement agencies, NCJ-113949,

International crime rates, NCJ-110776,
5/88

Tracking offenders, 1984, NCJ-109686,
1/88

BJS telephone contacts 87, NCJ-
102908, 12/86

Tracking offenders; White-collar crime,
NCJ-102867, 11/86

Police employment and expenditure,
NCJ-100117, 2/86

Tracking otfenders: The child victim,
NCJ-85785,12/84

of cri | Justice
1987, NCJ-111612,9/88
Report to'the Nation on cfime and
justice:
Second aditlon, NCJ-105506, 6/88
“Technicat appendix; NCJ-112011,

Orugs & crime data;
Rolodex card, 800-666-3332, 8/88
Data center & clearinghouse brochure,
BC-000092, 2/88
A guide to BJS data, NCJ-109956, 2/88
Crimina! justice microcomputer gulde
and software catalog, NC.J-112178,
B/88
Proceedings of the third workshop on law
and justice statistics, NCJ-112230,

7188
BJS data report, 1987, NCJ-110643,
5/88

BJS annial report, fiscal 1987,
NCJ-109928, 4/88.

1986 directory of automated criminal
justice Information sytems, NCJ-
102260, 1/87, $20

Publications of BJS, 1971-84; A topical
bibtiography, TB030012, 10/86, $17.50

BJS publications: Selected library in
microfiche, 1971-84, PRO30012,
10/86, $203 domestic

Natfonal survey of crime severity, NCJ:
96017, 10/85

Criminal victimizatlon of District of
Columbla residents and Capitol Hill
employees, 1882-83, NCJ-97982;
Summary, NCJ-98567, 9/85

How 1o galn access to BJS data
{brochure), BC-000022, 9/84

See order form
on last page



To be added to any,BJS
mailing list, please copy
or cut out this page, fill
in, fold, stamp, and mail
to the Justice Statistics
Clearinghouse/NCJRS.

You will receive an annual
renewal card, If you do not
return it, we must drop you
from the mailing list.

To order copies of recent
BJS reports, check here O
and circle items you want
to receive on other side

of this sheet.

Name:
Title:
QOrganization:

Street or box:

City, State, Zip:

Daytime phone number: { )
Criminal justice interest:

Put your organization
and title here if you
used home address above:

Please put me on the mailing list for—

0 Justice expenditure and employ-

ment reports—annual spending
and staffing by Federal/State/
local governments and by func-
tion {police, courts, etc)
White-collar crime—data on the
processing of Federal white-
collar crime cases

Privacy and security of criminal
history information and informa-
tion policy~new legisiation;
maintaining and releasing
intelligence and investigative
records; data quality issues
Federal statistics—data
describing Federal case proces-
sing, from investigation through
prosecution, adjudicatian, and
corrections

U.S. Department of Justice
Bureau of Justice Statistics
Washington, D.C. 20531

New!

*

&)

Juvenile corrections reports—
juveniles in custody in public and
private detention and correction-

al facilities

Drugs and crime data—sentencing
and time served by drug offend-
ers, drug ugz at time of crime by

jail inmates and State prisoners,
and other quality data on drugs,
crime, and law enforcement

BJS bulletins and special reperts
—timely reports of the most

current justice data

Prosecution and adjudication in
State courts — case processing
from prasecution through court dis-
position, State felony laws, felony
sentencing, criminal defense

Justice Statistics Clearinghouse/NCJRS
U.S. Department of Justice

User Services Department 2

Box 6000

Rockville, MD 20850

% U, GOVERNMENT PRINTING OFFICE: 1989 ~ 241-710 - 418/00812

Corrections reports—results of
sample surveys and censuses of
jails, prisons, parole, probation,
and other corrections data
National Crime Survey reports~
the only regular national survey

of crime victims

Sourcebook vf Criminal Justice
Statistics (annualj—broad-based
data from 150 + sources {400 4
tables, 100 -+ figures, index)

Send me a form to sign up for NIJ
Reports (issued free 6 times a
vear}, which abstracts both

private and government criminal
justice publications and lists
conferences and fraining sessions
in the field.

Place
1st-class
| stamp
here




Dmgs & Crime Data

Data Center &
Clearinghouse for
Drugs & Crime

illicit drugs—
Cultivation to
consequences

The worldwide drnug business

Cultivation & production
Foreign
Domestic

Distribution
Export
Transshipment
Import into U.S.

Finance
Money laundering
Profits .

The fight against drugs

Enforcement
Border interdiction
Investigation
Seizure & forfeiture
Prosecution

Consumption reduction
Prevention
Education
Treatment

Consequences of drug use

Abuse
Addiction
Overdose
Death

Crime
While on drugs
For drug money
Trafficking

Impact on justice system

Social disruption

The Data Center & Clearinghouse
for Drugs & Crime is funded by
the Bureau of Justice Assistance
and directed by the Bureau of
Justice Statistics of the U.S.
Department of Justice,

Major heroin smuggling routes into the United States

CEA Quarterly Inteligonce Trends

One free phone call can give you access
to a growing data base on drugs & crime

The new Data Center & Clearing-
house for Drugs & Crime is managed
by the Bureau of Justice Statistics.
To serve you, the center will —

« Respond to your requests
for drugs and crime data,

« Let you know about new drugs and
crime data reports,

« Send you reports on drugs and crime,

o Conduct special bibliographic
searches for you on specific drugs
and crime topics

« Refer you to data on epidemiol-
ogy, prevention, and treatment of
substance abuse at the National
Clearinghouse for Alcohol and Drug
Information of the Alcohol, Drug
Abuse, and Mental Health Adminis-
tration.

» Publish special reports on subjects
such as assets forfeiture and seizure,
economic costs of drug-related

crime, drugs and violence, drug laws
of the 50 States, druy abuse and
corrections, and innovative law
enforcement reactions to drugs and
crime,

« Prepare a comprehernsive, concise
report that will bring together a rich
array of data to trace and quantify
the full flow of ilticit drugs from

cultivation to consequences.

Major cocaine smuggling routes
into the United States

Ry
‘PP

vite tiaes

. s

4
DEA Quatterly \’L
Intelirgence Trends =

Call now and speak to a specialist
in drugs & crime statistics:

1-800-666-3332

Or write to the Data Center &
Clearinghouse for Drugs & Crime
1600 Research Boulevard
Rockville, MD 20850




