Unit Record Data Request Packet Instructions

People wishing to conduct research using the Florida Department of Education’s Education Data Warehouse (EDW) must submit a research proposal according to the guidelines outlined below.  

Research requests should be focused and demonstrate a direct relationship between the data elements requested and the research questions posed.  While the State of Florida collects a vast array of information at all levels of education, data provided for a single research request is limited to the extent possible in order to maintain the confidentiality and integrity of our data.
Unit Record Data Request Packet Forms

A Unit Record Data Request Packet consists of six sections: (I) project information, (II) project description, (III) timeline, (IV) statement of benefit, (V) data element crosswalk, and (VI) security and access agreement.  The sections are described below.  The packet can be downloaded at http://www.fldoehub.org/Research/Pages/default.aspx.
I. Project Information.  This section should contain basic project information including, but not limited to, your name, organization, and project title.
II. Project Description.  This section should contain in detail the following information:

· A summary/abstract of the topic to be researched;
· A list of the research questions to be answered by the proposed project;
· Definition of cohort(s) requested;
· List of any specific characteristics for the cohort(s);
· Description of any comparison groups requested;
· Indication of matching datasets with information provided by you;  NOTE: Please do not submit a dataset at this time.  If approved, you will be provided information on the required format and submission procedures.
· Statement of why published data and reports readily available on DOE’s Web site are not sufficient to answer the research questions posed;
· Description of the methodology planned for this analysis.  
III. Timeline.  A detailed timeline of the entire research project must be included.  We may or may not be able to meet the expectations proposed in your timeline. 
Researchers should expect a minimum of 3-4 weeks to receive notification regarding whether the request has been approved.  Once a request is approved, researchers should expect an average of 5-6 months to receive the data requested.  This duration can vary greatly by individual proposal depending upon data permissions required, datasets requested, and the number of proposals currently approved.
IV. Statement of Benefit.  The Statement of Benefit will demonstrate how the research meets one or more of the FLDOE’s criteria for research.  The Statement of Benefit will also specify how FLDOE can use the publication/research you are proposing.
V. Data Element Crosswalk.  In this section list each data element requested, the years and grades requested for the element, and how it relates to one or more of your research questions.
VI. Security & Access Agreement.  The Security and Access Agreement explains the legal obligations of anyone receiving data from FLDOE.  The Security and Access Agreement must be completed, signed by all persons who will be using the data, and notarized.
Packet Submission
A Unit Record Data Request Packet must be submitted electronically to data.request@fldoe.org with an original copy of signatures sent to 

Florida Department of Education

Attn: Integrated Education Data Systems
325 West Gaines Street, Suite 844
Tallahassee, FL 32399-0400

When a packet is received electronically it will be logged into FLDOE’s tracking system and will begin the approval process.  If approved, a request will not be fulfilled unless the original copy of signatures has been received.

Researchers should expect a minimum of 3-4 weeks to receive notification regarding whether the request has been approved.  Once a request is approved, researchers should expect an average of 5-6 months to receive the data requested.  This duration can vary greatly by individual proposal depending upon data permissions required, datasets requested, and the number of proposals currently approved. You will be notified via e-mail if your proposal was approved.
Approval of research proposals by FLDOE is merely the first step in a multi-step process before research can actually commence.  In many instances, FLDOE must obtain permissions to provide certain data from external data providers.  This process can range from a few weeks to many months depending upon the nature and status of data sharing agreements between the FLDOE and the external data providers.  
