Housatonic Community College

Request for Data/Information

Instructions:  Three weeks before you need the data, complete this form (please print legibly if completing by hand) and deliver to Jan Schaeffler, Director of Institutional Research, Planning, and Effectiveness, BH Room 285, or, via e-mail, to JSchaeffler@hcc.commnet.edu.  Questions?  Call Jan at ext. 5220.
Your Name/Dep’t.:



Phone ext.:

E-mail:


Date data is needed:


For use (check all that apply):


___  Internally (within HCC only)
___  Externally (e.g., conference, grant application)

Frequency required:

___  Once
___  Each semester
___  Annually
___  Other
*************************************************************************************
What is your research question?  Please be specific about the population to be studied. 
What is the period to be covered?  Include start and end, and any sub-periods to be studied, e.g., Spring 2007 through Fall 2010, by semester.
If you know the Banner fields or extracts that would provide the data you need, please list them here (e.g., SWRXF05, Banner ID, CRN, Name, Final Grade):
What format would you prefer?  Please include some indication of the level of granularity you need, e.g., summary only in Word with graphics, or, summary in Word and raw data in Excel.

BE ADVISED:  Confidential information may be provided in response to specific requests. Disclosure of that information to unauthorized parties violates the Family Educational Rights & Privacy Act (FERPA).  It is expected that you will:

· Handle the information you are given in a confidential manner, keeping it secure at all times.
· Communicate that information ONLY to other parties authorized to have access to it in accordance with the provisions of FERPA.
· Use that information only for its intended purpose.
· Properly dispose of that information when it is no longer needed.
Please do not write below this line.

Date received:

Date completed:

Log No.:
 
(form revised 8/18/15)
