Code of Practice for Official Statistics – DRD Supporting Statements
This document contains statements with regard to DRD’s policy on the following topics:

1. Use of Administrative Sources
2. Publication Strategy
3. Confidentiality
4. Revisions and Errors
5. Customer Service
6. Complaints
1.
Use of Administrative Sources

Data Sources currently used in the production of Official Statistics

When compiling official statistics, staff within DRD utilise data held in the following DRD administrative systems:

· Concessionary Fares Card Management System.  This holds information on the type and level of concessionary travel provided by DRD. This system records the number of passes issued and the number of journeys made.

· Disabled Persons Badge (Blue Badge) System.  This holds information on the number of badges issued and whether they are for individuals or for support organisations.

· Road Maintenance Client System.  This includes information on road lengths. 


Change Management

When changes to administrative systems are considered, statistical staff are consulted as part of the change management process.  
Access Arrangements


The following arrangements exist for providing statistical staff access to admin data for statistical purposes:

· Concessionary Fares Card Management System:  A download is specified by statistical staff when required, and then run on request.

· Disabled Persons Badge (Blue Badge) System:  A download is specified by statistical staff when required, and then run on request.

· Road Maintenance Client System:  A download is specified by statistical staff when required, and then run on request.


Data Quality Audit Arrangements
· Concessionary Fares Card Management System: When downloads are received, the following processes are undertaken: (i) comparison with relevant data sources; (ii) analysis of trends; (iii) checking that values fall within acceptable ranges; (iv)  checking internal consistency and reliability of the data and (v) consulting with policy colleagues.

· Disabled Persons Badge (Blue Badge) System: When downloads are received, the following processes are undertaken: (i)comparison with relevant data sources; (ii) analysis of trends; (iii) checking that values fall within acceptable ranges; (iv)  checking internal consistency and reliability of the data and (v) consulting with policy colleagues.

· Road Maintenance Client System: When downloads are received, the following processes are undertaken: (i)comparison with relevant data sources; (ii) analysis of trends; (iii) checking that values fall within acceptable ranges; (iv)  checking internal consistency and reliability of the data and (v) consulting with policy colleagues.

Security

· Concessionary Fares Card Management System: Data files provided to statistical staff do not include names of individuals. Files are held on a network drive that is only accessible by Central Statistics and Research Branch staff or in the secure Departmental file management system (TRIM). 

· Disabled Persons Badge (Blue Badge) System:  Files are aggregated data and held either on the network drive that is only accessible by Central Statistics and Research Branch staff or in the secure Departmental file management system (TRIM). 
· Road Maintenance Client System: Files are aggregated data and held either on the network drive that is only accessible by Central Statistics and Research Branch staff or in the secure Departmental file management system (TRIM). 
Other Administrative Sources 

The following administration systems are not currently used in the production of official statistics but may have the potential to produce Official Statistics.


· Rural Transport Fund administration system.  This holds information on the number and types of trips undertaken by members of the Rural Transport Fund scheme.

· Door-to-Door administration system.  This holds information on the number and types of trips undertaken by members of the Door-to-Door scheme.

· Parking Enforcement Processing System.  This holds information on the number, type and location of parking penalty charge notices (PCNs) issued on-street and in off-street charged car parks.  It also holds information on the number of challenges/appeals against PCNs and the number accepted or rejected.

· Compensation Claims System.  This holds information on public liability claims (e.g. vehicle damage, property damage and personal injury) and employer’s liability claims.  
2.
Publication Strategy
Introduction
The Central Statistics and Research Branch (CSRB) Publication Strategy is issued in accordance with the requirements set out in the Code of Practice for Official Statistics. Its aim is to make the Branch’s Official and National Statistics accessible to the widest possible community and to maximise the use of the Branch’s statistical information in all walks of life – subject to the need to comply with legal, ethical and confidentiality constraints. It is based on the following key principles:

Knowing our customers 
The content of the Branch’s resources and products, and the supporting information provided will be informed by an understanding of Branch customers’ needs - obtained through a combination of user surveys, analysis of demand, user groups, networking and consultation. 

Informing our users 

We will help customers and users to understand and make the best possible use of our products by publishing supporting, background, or methodological information and material, and by encouraging users to make use of the Branch customer enquiry arrangements.

For each release we provide contact details where we can be contacted for further information and analyses and we welcome comments from all our customers and users. An online e-mail response form has been provided on our website to facilitate this. 
Outputs
We will publish timely, relevant, high quality statistics in line with the Code of Practice for Official Statistics and will: 

· announce publication of all our statistics on the UK National Statistics Publication Hub;

· publish our statistics on the time and date pre-announced; 

· be transparent when we are unable to meet any of these commitments and publish an explanation on our website; 

· provide open and easy-to-use routes to allow users to supply us with their views and opinions; 

· respond quickly and accurately to questions and enquiries; and
· respond in a timely manner to any complaints. 

A common identity 
We will make it easier to identify which of our products have been branded as ‘National Statistics’ by using a common logo and by following standard practices and procedures. 

Web focus 
In order to promote widespread access and informed public debate, we will use the Web as our main channel for the dissemination of statistics. This means that we will publish our products on the DRD website in a printable format.  However, if you do not have access to a printer and require a paper copy of a publication, you should contact us and one will be provided for you.

Charging 
All the information that we publish on-line will be free at the point of use. Any charges the Branch imposes will conform to the rules and procedures set out in the National Statistician’s Guidance (see page 24 for further details - http://www.statisticsauthority.gov.uk/national-statistician/guidance/presentation-and-publication-of-official-statistics.pdf ). 

Accessibility 
We will make it easy for users to find and understand our published data by using adequate signposting and standard documentation procedures.     

Publication Timetable
Statistical outputs that are planned for the next 12 months are published on the UK National Statistics Publication Hub:

http://www.statistics.gov.uk/hub/release-calendar/index.html
In addition to this, we also maintain a timetable of releases on the DRD website which is available at

http://www.drdni.gov.uk/index/statistics/future_publications.htm
This timetable is updated on a regular basis and date of last update will be stated on the website.

3.
Confidentiality

This Statement is issued in conformance with the requirements set out in principle 5 of the Code of Practise for Official Statistics. It sets out the arrangements that we have put in place to ensure the confidentiality of data that we hold.

· As standard practice we will ensure that all information is kept secure and ensure that information released does not reveal the identity of an individual or organisation or any private information relating to them taking into account information that might be available from other sources.

· With the exception of the Travel Survey for Northern Ireland (TSNI) dataset, all other data which we currently hold are owned by other government branches and all datasets, including TSNI, are anonymised.  Where we are not the owner of the data, it has been agreed with providers that these can not be forwarded to third parties without their prior agreement.
Requests for information

All requests for information will be dealt with in a timely manner. All requests will be treated fairly and without prejudice, taking into account the public interest and the Data Protection Act and Freedom of Information Act. Guidance on the Freedom of Information Act can be found at http://www.drdni.gov.uk/index/freedom_of_information.htm
Arrangements for maintaining the confidentiality of statistical data

DRD has its own information security management systems that are subject to regular internal audit. In general:


Physical security

All staff working in the organisation and all visitors to its sites require a pass to access the premises. There is no public access to any part of the organisation where confidential statistical data may be held.

Technical security

Databases are held on a network drive only accessible to the branch. Personal or sensitive data are not removed from the network without head of branch approval.

Organisational security

Data managers within the branch oversee and manage systems to protect and maintain data held by us, with the support of Information Technology professionals.

Disclosure Security
Information held on our finalised databases is anonymised and is sourced from other providers each of whom apply their own disclosure procedures. For information that is not already in the public domain/available directly from the data provider, we will not release sensitive personal information relating to fewer than 5 individuals where that information may lead to identification of those individuals.  In such cases an * will be inserted in the relevant cell in the table with a note to indicate that this relates to fewer than 5 cases.

We will liaise with each of our data providers to ensure that we are fully aware of their specific disclosure policies and are immediately notified of any changes to these. 

Arrangements for providing controlled access to micro-data
Should data owners agree that we can release individual records to a third party, these will always be anonymised and subject to any confidentiality agreement which the owning organisation may have in place. Individual data from the TSNI, if released, would be similarly anonymised and dependent on the third party signing a confidentiality agreement stipulating the conditions of use.
Freedom of Information (FOI)

While requests under FOI are treated on a case-by-case basis, the presumption is that requests for individual statistical records will be rejected. The legislation contains exemptions and processes that protect confidential information. 
4.
Revisions & Errors

Revisions
This Statement is issued in accordance with the requirements set out under the Code of Practice for Official Statistics and sets out our intention to be open and transparent about any revisions we make to Official or National Statistics and to ensure that users of statistics produced by us have easy access to comprehensive information about those revisions.

We endeavour to produce the best figures we can, in light of the available information and resources. However, improvements and consequential revisions can result as we continually strive to improve the methods and sources.

Some series are more subject to revisions, for example, when early or provisional estimates are produced. In such cases we will make it clear which Official or National Statistics are provisional and subject to a scheduled pattern of revision. Our methods will be kept under review to minimise the scale of revisions.  Where there has been a revision to a table, this will be noted in that table with an ‘r’ in the appropriate column or row.  Where a publication has been revised, only the most recent version will be available on the website and the title will indicate whether this is a revised publication.

Where a substantial methodological change is planned, we will announce our intentions before the release of the statistics based on the new methods. For any key Official or National Statistics, we will provide background information and an explanation about the changes.

Correction of Errors
Many of the revisions we make are a normal, unremarkable and inevitable feature of statistical life and users are able to absorb and plan for those revisions accordingly. They reflect the receipt of fuller and more complete information. However, some revisions are ‘unexpected’ in the sense that they are the consequence of errors or weaknesses in procedures or systems, or are the result of errors in source material. Regardless of whether the responsibility is ours or others, we will follow the procedures described below.

Announcement of impending corrections
We will be open and transparent about the need for any unscheduled corrections. Once the need for a correction that warrants customer notification is ascertained, we will announce our intention to issue corrections, and the planned date of issue.

Dissemination of corrections 
Decisions relating to the dissemination of unscheduled corrections will be made by the senior statistician within the Department. In general terms:

Web versions of releases/publications/tables/articles/etc

As soon as possible after we ascertain that a correction is necessary and warranted, we will amend all current electronic versions of any release, publication, table, article, etc which contains the affected statistics or text, and re-populate the website as soon as possible with those amended versions. If the correction is minor, or insignificant, in the sense of being inconsequential and hardly noticeable, we will insert the necessary changes without alerting anyone. Alternatively, we may accumulate minor corrections and make an update at the time of the next scheduled web publication to avoid making too many frequent but minor changes. 

Paper versions of releases/publications/tables

Unless there are compelling reasons, we will not attempt to recall/re-issue any paper versions of any release, publication or table etc. that contains the affected statistics or text if it has already been distributed. We will, of course, ensure that when further paper copies are issued, they will include any corrections that have been incorporated in the electronic versions.
However, if the error is substantial or significant, we will, where practicable, notify the recipients of paper versions by post, telephone or e-mail, and point them to the revised version available on the web. If the release or publication has a long shelf-life, we will consider re-issuing a revised paper version.
5.
Customer Service

This Statement is issued in accordance with the requirements set out in the Code of Practice for Official Statistics protocol on Customer Service and User Consultation.  It describes our intention to provide a high level of service to all of our customers. More specifically, we aim to meet the following standards of customer service:

Service to Data Suppliers

We will endeavour to operate efficiently, by placing the minimum load necessary on data providers and by integrating our statistical work across DRD and other NICS Departments. We will responsibly secure all the information provided to us and will respect the confidentiality of all identifying information in accordance with the accompanying statement on confidentiality.
Service to Users
We will meet the needs of all our customers and, where possible, will make sure that the information we provide is equally accessible to the whole community. 
We will provide supporting background information and material in publications to help customers make the best possible use of data published.  We encourage users to make use of appropriate contact e-mail addresses and telephone numbers listed on the publications and website.  There is also a comments facility on the website.

We welcome all constructive feedback, recognising that this will help our Branch improve the service it provides.

Service Standards
If you get in touch with us, you can expect staff to be polite, approachable and helpful, and to readily identify themselves. We will make every reasonable effort to ensure that you are provided with information that is timely, relevant and accurate.

We will endeavour to respond to customer correspondence, whether in paper or electronic form, within 5 working days commencing from the date when your correspondence is received.  The response will either be an answer to the issue you have raised, or a notification that the correspondence is being dealt with, but noting that the reply may take longer than the initial 5 day period.  In the event of a holding reply being issued, it will either contain a date by which we intend to provide a full response or a date by when you will be contacted with a progress update.

We will comply with the Freedom of Information Act 2000.

Sometimes, our service delivery standards will be affected by circumstances beyond our control. And occasionally mistakes are made. When this happens we will apologise and do everything we can to put things right. 

The Northern Ireland Statistics and Research Agency (NISRA) carries out an annual customer satisfaction survey on behalf of all NISRA branches.  We will act on feedback from this survey.

If you have a concern about the quality of our service, or the treatment you have received and you cannot resolve the problem with the person you have been dealing with, you can make a formal complaint.

If you do decide to make a formal complaint, then please follow our Complaints Procedure, details of which follow below.

6.
Complaints

This guide tells you how to make a formal complaint about CSRB administration or service and what you can do if you are unhappy with our response.

Branch commitment
We aim to deliver a high quality service, but recognise that things can sometimes go wrong. When this happens, we will do our best to put matters right quickly. 

We will listen to your complaint and 

· treat it seriously, and in confidence; 

· investigate it thoroughly and fairly;

· resolve it promptly, and informally whenever possible; and 

· learn from complaints to improve our services.

What to do if you have a formal complaint
You can complain in writing, by fax, by e-mail, by telephone or in person (by appointment please). Please provide as much relevant information as possible so that your case can be dealt with promptly.

 028 905 40782
 csrb@drdni.gov.uk

028 905 40800

If you know which area of work is relevant to your complaint, or the name, or title of the appropriate member of staff, please make your complaint direct to them (referring to this complaints procedure would be helpful).

If you do not have this information, please contact us on Tel: 028 9054 0800 and we will put you in touch with the most appropriate person.

If direct contact is not possible or if having done this, you remain dissatisfied, you should write to:

Head of Central Statistics and Research Branch (CSRB)
Room 4.01

Clarence Court

10-18 Adelaide Street

Belfast

BT2 8GB

All complaints will be acknowledged within 3 working days of receipt, giving the name of the member of staff dealing with it.  We will aim to issue a full response to your complaint within 10 working days of receiving it. If we cannot meet this response target, we will tell you why and let you know when you can expect to get a full reply. In order for us to deal with your complaint efficiently you should provide as much background information as possible.

Not satisfied
If you are not satisfied with the initial response you receive, or the way in which your complaint has been handled by the Head of CSRB, you can ask for your complaint to be referred to the Director of Finance, who has overall responsibility for the statistical function within the department. You should write to:

Director of Finance


Department of Regional Development



Room 434

Clarence Court

10-18 Adelaide Street

Belfast

BT2 8GB

As a final resort, if you are still not satisfied, you can ask an Assembly member to request that the Northern Ireland Ombudsman investigate your complaint and how it has been handled. The Ombudsman will only investigate after any internal review has been completed. If the Ombudsman is satisfied that your complaint has been dealt with fairly, he will close your case. 

