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1.  Each semester and/or academic year, Shawnee State University is required to produce reports to fulfill the institutional federal and state reporting obligations. A variety of external surveys are also to completed each year to ensure that the institutional information is disseminated nationally to prospective students and their parents. The Office of Institutional Research and Assessment (IR&A) has the central mission of compiling, coordinating, and filing these reports and surveys. These essential reports and surveys take precedence not only because they are required for compliance with federal/state mandates and contribution to the institutional visibility but also because they usually have inflexible submission deadlines. IR&A also provides data, data analysis, and surveys to University administration for planning, decision-making, and informational purposes. 
2. IR&A has general statistics and reports in many areas available online on the IR&A website. Quick Facts is an easy access to facts about enrollment, demographics, programs, graduation and historical trends. Facts & Figures gives the information covering a wide variety of topics that should be sufficient to answer most frequently asked questions about SSU. The Common Data Set (CDS) includes the sections from general information, enrollment & persistence, first-time, first-year admission, to student life and financial aid.  Before submitting a request, please check to see if the information you need is already available to you on our website. 
3. Data requests must be submitted on the Institutional Research Data Request Form (see attached).  When requesting data or information from IR&A, please indicate why these data are needed and how they will be used (e.g. accreditation efforts, grants, analysis, fulfill reporting requirements). Additionally, include who will be given access to these data.
4. It is helpful to provide IR&A with the question(s) that need answered or the fact(s) or issues that need to be addressed. IR&A is able to provide more accurate data by knowing the questions and/or issues.
5. Please be as precise and detailed as possible in describing the data needed. Be sure to include which term/year the request is for, and any other information that needs to be included in order to provide the data, such as sex, ethnicity, major, age, ACT score data, etc. Be specific for each type of data being requested (e.g. number of students completing a developmental course successfully - success must be defined, program names, course/section numbers, locations, etc.).
In order to be consistent with institution’s official reports, IR&A provides the data collected on the 15th day of each semester.  A different set of data may be collected if reports are run at a different time.  Please be aware that data reporting is much more complicate than most people think and the problems are universal.  If there are any discrepancies between what IR&A provides and what the requester gets from somewhere else, it is strongly suggested that the two parties sort through the problems.  It is the responsibility of both parties to put great effort into obtaining the most accurate data.























6. If tables, graphs, lists, or a combination are needed, please indicate. Does the requester want simple counts or summaries in various categories (e.g. number and percent of developmental students for a specific term)? Does the requester want duplicated or unduplicated numbers? For example, if the requester wants the number of "female students taking a math course, by course, with subtotals", should the subtotal count each student only once (unduplicated across Math courses), or once for each course in which she is enrolled (duplicated across Math courses)? 
7.  If looking for comparative data, then please specify the nature of the comparison in terms of time (fall – to – fall, fall – spring, fall data from the past five years, etc.) and/or which groups to use for comparison (degree-seeking/non-degree-seeking students, undecided students, students in a particular major, full or part time status, etc.). The more precise the description of the data needed, the more efficiently IR&A can complete the request. Examples here are: For Fall 2009, the number of full- and part-time sophomores enrolled in all Social Science majors with an ACT Composite score of 20 and higher. Fall – to – Fall Retention of first-time, full-time, bachelor-degree-seeking freshman males who entered the university Fall 2008 who returned Fall 2009.
8. Please be aware that IR&A is not the data “owner,” and IR&A are only given the authority to access data through custom developed queries. For example, if the request is for student information on students enrolled in a particular major, IR&A can only extract students whose major code identifies the student as being in that particular major. In some instances students receive “flags,” and if the requester is aware of such flags (e.g., flags such as those used to identify international students or students in teacher education programs), then please include that information in the request. Flags and other data fields get added through UIS, and IR&A is seldom informed of such changes/ additions. 
9. Please keep in mind that IR&A doesn’t report individual data. In all but a very few instances, it is against federal law to report individual student information or provide any data that can lead to an individual's identity. IR&A takes seriously our ethical obligation to protect the rights and privacy of our students, faculty and staff. Moreover, all requests will adhere to guidelines set forth by the Family Educational Rights and Privacy Act (FERPA). 
Institutional research, analysis and reporting functions and external surveys including departmental, college-based and university, should always suppress personally identifiable data, except where required by law.  All such requests for information directly identifying a person, such as name, address, telephone number, date(s) of attendance, majors, degrees, etc., should go to the Office of the Registrar.
10. Given the constraints of small office, requests for data must be prioritized to the extent to which the information requested will be utilized to support the University Strategic Planning. Requests will be evaluated by the Director and IR Analyst to determine the ability and the best approach to respond to the request. Please give as much notice as possible when requesting data, for some requests take longer than others depending on the nature and complexity of the data.
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Institutional Research Data Request Form
(Please send the completed form to Barb Ross –IR&A Representative)

Name of Requestor:  Click here to enter text.                                                                     
Department:  Click here to enter text.
Title:    Click here to enter text.                                                                                                
Subject of Data Requested: Click here to enter text.
Telephone Number: Click here to enter text.                                                                
E-mail Address: Click here to enter text.

Purpose of Data Requested: Click here to enter text.




Description of Data Requested: Click here to enter text.







Date Required: Click here to enter a date.

