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	Office of Planning and Institutional Effectiveness

Trinity Valley Community College

Guidelines for Handling Records


It is the procedure of the Office of Planning and Institutional Effectiveness (OPIE) to handle student, faculty, staff or other individual records utilizing the following protocol.  

Section I:  General Statements about Data Release Guidelines
1.1.  
General procedure regarding social security numbers.
Under no circumstances will the OPIE release social security numbers, unless specifically defined below. 
1.2.  
General procedure regarding research sampling.

The OPIE will not provide a list of students, faculty, staff, etc… for others to use as a sampling frame.  When such a request is made, the requestor will be referred to the appropriate university official/entity for direction on how they would like the request handled.  In some cases, the OPIE may assist in sample selection (to be decided at the discretion of the Director of Institutional Research).
Section II:  Data Release Guidelines for Internal Requestors
2.1
Definition of Internal Requestor:  
Persons who would use the information collected in the course of their employment at Trinity Valley Community College are internal requestors.  In some circumstances the following will be considered internal requestors (for the purposes of this document):  

· Members or representatives of state agencies within the State of Texas (i.e. LBB, THECB), 

Where the requestors’ status is in question, the Dean of Planning and Institutional Effectiveness has the discretion to decide the status. The Dean will document this decision.
2.2. 
Standard procedure for releasing data to internal requestors.
1. Only aggregate data will be released to internal audiences.  

(and)

2. Aggregate data will only be released if the number of persons in a particular aggregated group is 3 or greater.  

(exceptions – see below)

2.3. 
Special procedure for releasing data to internal requestors.
1. In the case when an internal requestor initiates a request by providing social security numbers, SSN’s will be returned to that individual with the following stipulations. 

1. The OPIE must have a compelling justification for releasing information to internal audiences.  This justification must be in writing. 
(and)
2. The OPIE will have a signed statement on file that indicates that the requestor understands the sensitivity of the information they receive, and will indicate how the information will be protected to ensure that no violation of FERPA occurs.  If the OPIE is not satisfied that the requestor will handle the information appropriately, we will deny the request for information.
2.1. 
Researchers in the Office of Planning and Institutional Effectiveness 
1. Full-time employees in the OPIE will have access to all data necessary to conduct their job.  

2. Persons working on research supported by the OPIE (who are not OPIE permanent employees) will have access to data to conduct specific research as delineated in the research project description.  Upon conclusion of the research project, the researcher will not have access to the data.  
3. All OPIE employees will follow the procedures delineated in this document.  If an employee is not certain about how to handle a data request, the Director of Institutional Research is to be consulted.
Section III:  Data Release Guidelines for External Requestors.
3.1.
Standard procedure for releasing data to external requestors.

1. Only aggregate data will be released to external audiences.  

(and)

2. Aggregate data will only be released if the number of persons in a particular aggregated group is 5 or greater.  

Section IV:  Data submitted for by the OPIE for external analysis.
4.1
Standard procedure for external analysis.

Individual level data submitted by the OPIE for external analysis is permissible provided the OPIE has documentation that the external agency follows FERPA guidelines.   
Section V:  College defined directory information.

(From the TVCC College Catalog)
FAMILY EDUCATION RIGHTS AND
PRIVACY ACT OF 1974

In compliance with the Texas “Open Records” Act and the Buckley Amendment (Public Law 93-579), Trinity Valley Community College will consider the following information to be “public or directory information” unless the individual student properly advises the Registrar’s Office in writing that his or her name not be included or released as public information.

Name

Date and Place of Birth

Current & Permanent Address

Telephone Listing

Major & Minor

Current Class Schedule

Number of Hours Enrolled Current Semester

Classification

Marital Status

Participation in Officially Recognized Activities & Sports

Weight & Height of Members of Athletic Teams

Dates of Attendance

Degrees & Awards Received

All Previous Educational Agencies or Institutions Attended

Section VI:  Items not covered above
6.1.
Procedure for handling data control issues not addressed above. 

1. If an employee is not certain about how to handle a data request, the Dean of Planning and Institutional Effectiveness is to be consulted.

2. Data control issues that are not specifically addressed above will be handled by the Dean of Planning and Institutional Effectiveness.  In cases where this happens, the Dean will document the data control issue presented and action taken.  If necessary, this protocol will be revised to reflect the new issue.  

***********************************************************************

I,                                                  (print name here), have read and understand the Office of Planning and Institutional Effectiveness Guidelines for Handling Records.  I will follow the guidelines listed above when handling information provided by the Office of Planning and Institutional Effectiveness at Trinity Valley Community College. 
                                                                                                                                                         Signature

  


    SSN



Date
______________________________________________________________________________________

Trinity Valley Community College       
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