Personally Identifiable Information Data Request Form
The Colorado Department of Education (CDE) reviews all requests for student personally identifiable information and educator data. CDE and state and federal law define personally identifiable information as any information that alone or in combination can identify an individual. 
This form must be completed for the following scenarios:
· If you require data that includes a personal identifier (such as name or ID number).  
· If you are requesting individual-level data with no identifiers or masked identifiers, but are requesting information that could identify an individual within a small population.  
· If you are requesting aggregate data that has not been suppressed according to CDE’s disclosure avoidance requirements (e.g. you need all totals, including those less than 16 for student data and less than 5 for staff data). 
Please complete the form in full and with sufficient detail.  Please review the form in full, including the commitments listed at the bottom of the form, prior to completing the form.  All requestors must complete sections 1-3 and 6.  Depending upon the nature of your request, please complete section 4 OR 5.  If you have questions about completing this form, please email them to DataRequests@cde.state.co.us.  

	Date of Request:
	Click here to enter a date.	Date Data Needed: 
	Click here to enter a date.
	

	Date Data Use Ends:
	Click here to enter a date.
	

	1. Requestor Contact Information

	

	Name:
	Click here to enter text.	Title:
	Click here to enter text.
	

	Email Address:
	Click here to enter text.	Phone Number:
	Click here to enter text.
	

	Organization:
	Click here to enter text.
	

	Unit/office if Colorado state agency:    Click here to enter text.

Affiliated Organizations or Funding Sources, if applicable:

	Click here to enter text.
	

	Address:
	Click here to enter text.
	

	City:
	Click here to enter text.	State:
	Click here to enter text.
	

	Zip:
	Click here to enter text.	

	

	2. All Parties with Access to Data

	Please list the names here of all staff who will need to access the requested data


	Name(s),Title(s)/Role(s), and Organization(s):
	Click here to enter text.
	

	Purpose(s) for Accessing Data (i.e. why/how will the staff members be interacting with the data?):
	Click here to enter text.
	

	3. Organization Type

	

	☐	Contractor
	☐	Higher Education Institution

	☐	State Agency
	☐	School District/BOCES/LEA 

	☐	Private Sector Organization
	☐	Service Provider

	☐	Other: (please specify)
	Click here to enter text.
	

	4. Interagency Requests and Requests From Organizations Working With CDE

	

	Describe in detail the purpose for requesting data.  Please indicate if the data sharing is required by statute.

	Click here to enter text.
	

	Can this data be provided without personally identifiable information?  If not, why not?

	Click here to enter text.
	
Please list the name(s) of CDE employees with whom you are working related to this request:
Click here to enter text.	

Please attach a list of the requested data elements.  Please reference the “External Research Requests - Specific Data Requested” section below for guidance and work with CDE staff to develop the list.  Include the following information: school years for which data is needed, grade level(s) needed, geographic area for which data is needed (e.g. state, specific districts or schools), for which group data is needed (e.g. students, teachers, principals/superintendents, other).
· If you will need the data on a recurring basis, please indicate for how many years you will need data, why, and the approximate timeframe each year you will need to receive the requested data.


	

	5.   Requests from External Researchers

	
FERPA Compliance:
If your research request involves student data, please watch this FERPA training provided by the Privacy Technical Assistance Center (PTAC) prior to submitting this application.  The training provides guidance on what kinds of data sharing is permissible under FERPA.  Note: You will need to complete a free registration with PTAC to access the training.
Please include the training certificate of completion for all requestors as an additional attachment with your application.

Please indicate which FERPA exception listed below this data request falls under:
☐Audit and Evaluation exception (to evaluate a federal or state-supported education program).  
An education program is any program principally engaged in the provision of education, including early childhood education, elementary and secondary education, postsecondary education, special education, job training, career and technical education, and adult education, and any program that is administered by an educational agency or institution.
	Name of state or federal education program:  Click here to enter text.
☐Study for or on behalf of an educational agency or institution.
☐School   Click here to enter text.
☐School district  Click here to enter text.
☐Post-secondary institution Click here to enter text.
☐Other education agency or institution Click here to enter text. 
	AND for the purpose of:
☐Developing, validating, or administering predictive tests;
☐Administering student aid programs; or
☐Improving instruction.
Please explain how your research meets the criteria for the FERPA exception indicated above:
 Click here to enter text.
☐N/A – research involves no student data: Click here to enter text.

Overview of Proposed Research
Explain in detail the purpose of the proposed research:
Click here to enter text.

Can the requested data be provided without personally identifiable information?  If not, why not?Click here to enter text.

Explain why you need all of the data requested. Data requested should be minimally sufficient to answer your specific research questions:
Click here to enter text.

	

	Explain the analysis or research that will be conducted using data.

	Click here to enter text.
	

	List the research questions you will be seeking to answer.

	Click here to enter text.
	

	Explain your research methodology.

	Click here to enter text.
	

	Will this research require any interaction with students, including conducting surveys completed by students?  If so, explain in detail below and attach any surveys or other documents.

	Click here to enter text.
	

	Please review CDE’s Key Initiatives from our Strategic Plan.  How does your proposed research align with CDE’s Key Initiatives?  What is the anticipated benefit to CDE and/or Colorado children?

	Click here to enter text.	

How will the results of your proposed research be disseminated and used (e.g., reports, publications, conferences)?
Click or tap here to enter text.

Attach any supporting documentation (i.e. IRB application, grant funding applications, prior research papers, data element lists, etc.)

	

	

	Specific Data Requested

	Does data need to be longitudinally linked?
	☐	Yes
	☐	No

	

	What group do you need 
	☐	Teachers/Educators

	data on?
	☐	Principals/Superintendents

	
	☐	Students

	
	☐	Other

	

	

	CDE will not provide student or staff names or State Assigned Student or Employee ID numbers (SASIDs and EDIDs) except in very limited circumstances.  CDE will provide a masked SASID or EDID if needed.  If there is a requirement for another type of identifier, explain the requirement for staff or student names, SASIDS, and/or EDIDs in the space below:

	Click here to enter text.
	

	Years:
	Click here to enter text.
	
	

	Grades: 
	Click here to enter text.
	

	School Districts or Schools:
	Click here to enter text.
	

	School/District Information:  Please see our list of Colorado schools and districts to see examples of school and district level variables. List all data requested: Click here to enter text.

	
Student Variables:
Student Demographics

		
	☐	English Language Learner (ELL)
	☐	Race/Ethnicity

	
	☐	Free/Reduced Lunch Status
	☐	Special Education

	
	☐	Gender
	☐	Gifted

	
	☐	Independent Study
	☐	Online

	
	☐	Expelled Receiving Services
	☐	Homeless

	
	☐	Section 504 Handicapped
	☐	Migrant

	
	☐	Title I
	
	




	Assessment	
Please see the Assessment website for information on assessments, student demographic data reported with assessment scores, types of scores, and years for which data are available for specific assessments.

	 ☐CMAS
	

	Content Areas:
	Score Format:

	
	☐	Mathematics
	☐	Scaled Score

	
	☐	English Language Arts
	☐	Performance Level

	
	☐	Science (grades 5, 8)
	☐	Growth Score

	
	
	
	☐	Participation

	☐PSAT/SAT
Content Areas:                                                                               Score Format
	
	☐	Mathematics
	☐	Score

	
	☐	Evidence-based Reading and Writing
	☐	Performance Level (available for data from 2021 and after)

	
	☐	Total Score
	
	

	☐Other Assessment Data: 
      ☐   CoALT
             ☐ Science (grades 5, 8)
             ☐ English Languages Arts
             ☐ Mathematics
     ☐    ACCESS for English Language Learners
☐ Other: 
Click here to enter text.




	

	
	Assessment data by the following demographics:

	
	☐	English Language Learner (ELL)
	☐	Race/Ethnicity

	
	☐	Free/Reduced Lunch Status
	☐	Special Education/Section 504

	
	☐	Gender
	☐	Gifted

	
	☐	Title 1
	
	

	

	Other Student Variables: Please see our CDE Data Collections page for information about what data CDE collects.  For information on what variables are included in each collection, please reference the File Layouts associated with each collection. List all additional data elements requested:

	Click here to enter text.
	
Staff Variables
Staff Demographics
	
	☐	Gender
	☐	Race/Ethnicity



Employment & Education Data
	
	☐	Highest level of education completed
	☐	Subject area of degree(s)

	
	☐	Years of experience
	☐	Academic subject

	
	☐	Instructional grade level
	☐	FTE



Educator Effectiveness Data.  Please see information about the Teacher State Model Evaluation System and the Principal/Assistant Principal State Model Evaluation System for details about quality standards. Please note that CDE is prohibited by law from providing individually identifiable effectiveness data.
	
	☐	Teacher Overall Performance Ratings
	☐	Principal Overall Performance Ratings

	
	☐	Teacher Quality Standards/MSL Ratings
	☐	Principal Quality Standards/MSL Ratings



Other Staff Variables: Please refer to our Human Resources data collection for information about additional staff variables.  List all additional data elements requested: Click here to enter text.

	

	

	6.   Additional Commitments – to be completed by all requestors

	Show your agreement by clicking next to all of these requirements.

	

	☐	I understand that if this is an external research request for student PII, it will be subject to the approval of the Commissioner of Education and the State Board of Education.  

	☐	I understand that I must provide Institutional Review Board approval if my request is for research.

	☐	I understand that I will be required to sign a Data Sharing Agreement that contains CDE’s privacy and security requirements.

	☐	I understand that CDE’s PII Request Process for external research requests may take many months for approval and I will ensure that the data request is submitted with enough time to complete that process.

	
	
	
	

	Complete this form and send it and all necessary attachments to DataRequests@cde.state.co.us.
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