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Goals for our workshop

• Why Documentation

• Types of documentation

• Anatomy of documentation

• How to get started



A few caveats:

• We use several terms frequently: Data, Analytics, Evidence, 
Research, Impact, Evaluation

• Building a data culture takes time: we won’t solve all the data 
challenges today

• This work cannot be done alone
• The Data and Policy Analytics Unit is your partner in this work



Data and Policy Analytics (DAPA)

• We maintain the state’s Open Data Portal

• We manage the state’s longitudinal data system and data-
sharing: P20WIN

• We house and manage the state’s mapping and geospatial 
assets

• We provide analytical capacity to agencies

• We guide data best practices and governance

https://portal.ct.gov/datapolicy?language=en_US
https://data.ct.gov/
https://portal.ct.gov/datapolicy/P20-WIN
https://portal.ct.gov/datapolicy/GIS-Office
https://portal.ct.gov/datapolicy/GIS-Office
https://portal.ct.gov/datapolicy/Agency-Guidance?language=en_US


Documentation takes many forms....



Leave yourself some breadcrumbs...

Maps Checklists FAQs
Process 

workflows Memos



You already use documentation:



You already use documentation:

Step by step 
instructions



You already use documentation:

Metadata Guidance



You already use documentation:

GuidanceDefinitions



Documentation: Step by step 
instructions for making facts



Where do facts come from?



Where do facts come from?

Data in....



Where do facts come from?

Data in.... Presto change-o



Where do facts come from?

Data in.... Voila: FactsPresto change-o



What happens to the data.....

Data in.... Voila: FactsAnalysis



What happens after analysis?



What about after storytelling?



What about after storytelling?



There's a chance for documentation....

…at every step.



There's a chance for documentation....

At every step.....



There are MANY processes to document



Action Step #1: Pick one process 
to start documentation.



Pick a spot.



Pick a spot.



Pick one place to start 
documentation.



Anatomy of a process document



Anatomy of a process document

Background



Anatomy of a process document

Data details



Anatomy of a process document

Data management



Building documentation>> Data culture



Where do you start?



Start where you are.



Write things down

Who is responsible
Deadlines, timelines
File locations
Steps in a process
Definitions
Notes for later



Do not worry about the format: 
Just write things down



Some considerations when writing things down

Pick a place where multiple people can access the document
Label the document "DRAFT"
Use cloud-sharing or Teams sites to encourage collaboration



Action Step #2: Write things down.



Reviewing documentation

Planning discussion:
• What is written down?
• Are there multiple places where information may exist?
• Where should we save documentation

Ongoing review
• Establish a regular agenda item in team meetings
• Every time documentation is used, consider a quick discussion 

about ways to improve it



Action Step #3: Continuously improve 
your documentation



Documentation Examples

Data Visualization Guide
Open Data Handbook

https://portal.ct.gov/-/media/CT-Data/data-visualization-guidelines.pdf
https://ctopendata.github.io/open-data-handbook/other_resources.html


In summary (for now): Action Steps

1. Pick a process to document
2. Write things down
3. Continuously improve the documentation



In the future...

• Building analytical skills
• Advancing analytical skills
• Survey and form design
• Data Storytelling
• Creating data visualizations in Excel
• Creating data visualizations in Datawrapper



What comes next....

Building Data Capacity: Documentation meets:
• March 7th
• March 21st

Strengthening Data Literacy: Data Collection meets:
• March 14th
• March 28th

Every Tuesday, Eval + Impact FAQs: 10-11am



Stay in touch…

Evaluation and Impact Unit @ OPM
Rachel Leventhal-Weiner, Director
rachel.Leventhal-weiner@ct.gov

Augusta Irechukwu, Research Analyst
augusta.Irechukwu@ct.gov

+ Data and Policy Analytics team

mailto:Rachel.Leventhal-weiner@ct.gov
mailto:augusta.Irechukwu@ct.gov
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