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MEMORANDUM

TO: Comprehensive Data Base Guidelines Users

FROM: Heidi Hiemstra, Assistant Vice President, Research and Planning
DATE: September 25, 2012

SUBJECT: Summary of Changes for 2012-13 Reporting Guidelines

There are significant changes in the Council’'s 2012-13 reporting guidelines which reflect new state policies, policy
makers’ changing interests, and data quality concerns as we move forward with improvements to the Kentucky
Postsecondary Education Data System (KPEDS).

The new program approval policy has gone into effect and has refined and added the degree level categories
reported on both the Degrees File and the program major prefixes and student classification fields on the Type 1
enroliment file. Recent changes to the minimum admissions regulations have added fields to the Entrance Exam
File for students exempted from the placement testing requirement based on prior coursework.

Geography-related fields have been significantly revised, including a revision of the definition of on-campus
courses that will result in a substantial expansion of the number of courses labeled as off-campus, for which
institutions will need to submit expanded site information. These changes are driven by recent legislative interest
in college access in rural areas of the state, particularly eastern Kentucky; interest that is expected to continue
over the next few legislative sessions.

Changes driven by data quality concerns include the mandatory collection of institutional student ID on all
student-level files to assist longitudinal student matching, and the extensive revision of how developmental and
supplemental courses and institutional placement exams are to be reported.

A detailed list of items that have been changed in this year’s guidelines follows this memo. Please note that
revised and expanded definitions for the data used in CPE monitoring of campus diversity plans and the program
eligibility process have also been included, but are not on the changes grid.

As always, thank you for all the good work you do for the Commonwealth of Kentucky. If you have any questions
or concerns, please contact me at Heidi.Hiemstra@ky.gov or Martha Evilsizor at Martha.Evilsizor@ky.gov.
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DATA COLLECTIONS SCHEDULE (TABLE FORMAT)

FALL/SPRING/SUMMER

August September October
1 Degrees 9 Estimated-Fall Enroliment 1 Licensure and Cert. Exams Report
15 Summer Enrollment 5  IPEDS Fall Data Collection Opens 15 Summer Degrees — IPEDS GRS
15 Course Inventory - Type C 17  IPEDS Fall Data Collection Closes
15  Tuition Waiver for Foster and Adopted
Children
31  End-of-Term Credit - Spring
November December January
1  Finance-Internal Operating Budget > <
1 Finance — FD1B, FD2B, FD10 5 IPEDS Winter Data Collection
1 Finance — Appropriation Budgeted to Opens )
Mandatory Programs 5 IPEDS Spring Data Collection
1 Audited Financial Statement Opens )
1 HB 622 Compliance Report 15 Fall Enrollment File Approval
1 Finance — FD1A, FD2A, 15 CUPA, Oklahoma State Faculty
FD9, FD-19, FD-20, FD-21, FD-22, Salaries
FD-23 15 Facilities Utilization
1 Course Inventory — Type C
1 Fall Enroliment
1  CUPA Administrative Salaries
15  Facilities Building/Room Record
15  Land Holdings
15  Student Financial Aid
30  End-of-Term Credit - Summer
February March April
1 Supplemental Nonresident Alien 1___ Higher Education Research and 10  IPEDS Spring Data Collection Closes
Faculty/Staff Survey _ Development Survey (HERD)
6  IPEDS Winter Data Collection Closes 30  Course Inventory — Type C
30  Spring Enrollment
30  End-of-Term Credit — Fall
May June July
7 Estimated Degrees Conferred 1 Transfer File

1 Entrance Exam File

Council on Postsecondary Education
18




DATA COLLECTIONS SCHEDULE (LIST FORMAT)
FALL/SPRING/SUMMER

ACTIVITY DUE DATE CPE STAFF
August
Degrees August 1 Martha Evilsizor
Summer Enrollment August 15 Martha Evilsizor
Course Inventory — Type C August 15 Mike Bailey
Tuition Waiver for Foster and Adopted Children August 15 Martha Evilsizor
End-of-Term Credit — Spring August 31 Martha Evilsizor
September
IPEDS Fall Data Collection Opens September 5 Heidi Hiemstra
October
Licensure and Certification Exams Report October 1 Martha Evilsizor
Summer Degrees — IPEDS GRS October 15 Martha Evilsizor
IPEDS Fall Data Collection Closes October 17 Heidi Hiemstra
November
Finance Internal Operating Budget November 1 Bill Payne
Finance — FD1B, FD2B, FD10 November 1 Bill Payne
Finance — Appropriation Budgeted to Mandatory Programs November 1 Bill Payne
Audited Financial Statement November 1 Bill Payne
HB 622 Compliance Report November 1 Bill Payne
Finance - FD1A, FD2A, FD9, FD19, FD20, FD21, FD22, FD23 November 1 Bill Payne
Course Inventory — Type C November 1 Mike Bailey
Fall Enrollment November 1 Martha Evilsizor
CUPA Administrative Salaries November 1 Martha Evilsizor

Facilities Building/Room Record
Land Holdings

Student Financial Aid
End-of-Term Credit — Summer

November 15
November 15
November 15
November 30

Sherron Jackson
Sherron Jackson
Martha Evilsizor
Martha Evilsizor

December
IREDS-GRS

December-1

Martha-Evilsizor

SummerDBegrees

IPEDS Winter Data Collection Opens
IPEDS Spring Data Collection Opens
CUPA, Oklahoma State Faculty Salaries
Facilities Utilization

December 5
December 5
December 15
December 15

Heidi Hiemstra
Heidi Hiemstra
Martha Evilsizor
Sherron Jackson

January
February
Supplemental Nonresident Alien Faculty/Staff Survey February 1 Martha Evilsizor
IPEDS Winter Data Collection Closes February 6 Heidi Hiemstra
March
Higher Education Research and Development Survey (HERD) March 1 Jonathan Gagliardi
Course Inventory — Type C March 30 Mike Bailey
Spring Enroliment March 30 Martha Evilsizor
End-of-Term Credit — Fall March 30 Martha Evilsizor
April
IPEDS Spring Data Collection Closes April 10 Heidi Hiemstra
May
Estimated Degrees Conferred May 7 Martha Evilsizor
June
July
Transfer File July 1 Martha Evilsizor
Entrance Exam July 1 Martha Evilsizor
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Approved: __ May 22, 2006

Council on Postsecondary Education
Data Policy—I nstitutional Data

Section 1: Purpose

This policy establishes the principles and practices related to collection, maintenance, use,
analysis, and dissemination of data and information collected and maintained through the
Kentucky Council on Postsecondary Education (CPE) comprehensive database system.

Section 2: Statutory Authority
KRS 164.020, KRS 164.095, and KRS 164.283
Section 3: Background

The CPE maintains and manages a unit record database containing public and private higher
education institutional data used by the CPE for state and federal reporting, policy analysis, and
decision-making. This database is referred to as the comprehensive database system.

The data and information collected through the comprehensive database system are used in
support of improvements to instruction and to evaluate and measure performance within the
system, all in support of postsecondary education reform. The data and information collected
also is part of a comprehensive accountability system that the CPE is required to develop and
maintain by KRS 164.020 and KRS 164.095.

The CPE protects all data and information in accordance with the Family Educational Rights and
Privacy Act (FERPA) 20 U.S.C. § 1232g, et. seq. and applicable state laws. Where the data
collected contain individual data on students, it is subject to both privacy and confidentiality
procedures.

Section 4: Definitions

A “Confidentiality” means how personally identifiable information collected by an
authorized agency is protected and when consent by the individual is required.

B. “Council,” “Council on Postsecondary Education,” or “CPE” refers both to the agency
established in KRS 164.011, to the staff of the agency employed pursuant to KRS
164.013, and to agency representatives who are employed by the CPE and who are under
the direct control of the agency.

C. “Directory information” means information contained in an education record which
would not generally be considered harmful or an invasion of privacy if disclosed to the
public. The definition of directory information shall be specific to each institution.

Council on Postsecondary Education
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D. “Education records” means those records directly related to a student and maintained by
an educational agency or institution.

E. “Family Educational Rights and Privacy Act or FERPA” means the federal law codified
at 20 U.S.C. 1232g and its implementing regulations found in 34 C.F.R. Part 99.

F. “Legitimate educational interest,” for purposes of this policy, is an endeavor that furthers
the understanding of educational practices, methods, and/or theory through formal,
accepted research practice.

G. “Personally identifiable information” means information contained in an education record
such as a personal identifier, characteristic, or other information that would make a
student’s identity easily traceable.

H. “Privacy” means the right of an individual to have personal information adequately
protected to avoid the potential for substantial harm, embarrassment, inconvenience, or
unfairness.

I “Research” means a formal investigation designed to develop or contribute to general
knowledge.

J. “State and local education authority” means an agency or other party with educational
expertise and experience that is responsible for and authorized under state or local law to
regulate, plan, coordinate, advise, supervise, or evaluate elementary, secondary, or
postsecondary education programs, services, agencies, or institutions in the state.

K. “Third party” is a party other than the institution who provided the data to the CPE.
Section 5: Policy
A. General

1. This policy shall apply to all data and information created, collected, and maintained
by or for the CPE, whether in electronic, paper, or other format.

2. The CPE is authorized by KRS 164.020(6) and (26) and KRS 164.095 to perform
research on postsecondary education related issues, to maintain an accountability
system, and to evaluate the performance of institutions in regard to the goals of the
Kentucky Postsecondary Education Improvement Act of 1997 and the strategic
agenda.

3. Data collected and maintained by the CPE shall be managed in a manner that supports
the improvement of education in Kentucky consistent with the goals of the Kentucky
Postsecondary Education Improvement Act of 1997 and the Adult Education Act of
2000. The CPE shall promote access to and dissemination of nonpersonally
identifiable information that improves the education-related decisions of parents,
teachers, administrators, policymakers, and educational stakeholders as well as the
general public.
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Where access to personally identifiable information is restricted by federal and state
law, the information shall be processed (e.g., aggregated, summarized, or
characterized) to provide access while meeting the requirements for restriction.

This policy will adhere to restrictions on the releases of personally identifiable
information identified in the FERPA, 20 U.S.C. 1232¢g, and KRS 164.283.

The CPE shall ensure that data and information remain at all times under the direction
and control of the CPE, that personally identifiable information is not disclosed to
officials other than the CPE staff or contractors assigned to a project, and that all
information is destroyed when there is no longer a need for the data for the purpose
outlined.

Data access provisions may change if mandated by federal statute, state law, or
administrative rules, where those changes are not in conflict with FERPA. The CPE
may, at its discretion, propose changes in the data policy but the new rules shall not
apply to data or information collected under the old policy unless proper notice has
been given.

Security Requirements

1.

Security includes measures to ensure that records are not lost, stolen, vandalized,
illegally accessed, or otherwise rendered useless. Since the data are stored on
computers, it is essential that there be a high level of protection that provides integrity
and availability commensurate with the level of risk and magnitude of harm.

Data, copies of data, and all reports containing personally identifiable information
shall be maintained in a secure environment to prevent unauthorized access. A secure
environment includes any electronic media, personal computer, server, or network on
which the data reside.

The CPE shall use encryption or other best practices when using personally
identifiable information, and shall require institutions to use encryption or other best
practices when transferring personally identifiable information to the CPE.

Private or confidential data on an individual shall not be created, collected, stored,
used, maintained, or disseminated for any purpose other than for the stated purpose.

Disclosure in summary reports is designed to protect an individual’s identity. The
Council will establish a cell size standard for reporting of data when it is necessary to
keep an individual from being identified.

Private or confidential data will not be released to the public, to a third party, nor to
provider institutions except as provided for in 34 C.F.R. 8 99.31 or to authorized staff
of the postsecondary education institution who released the data to the CPE.
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Requests by Individualsto Examine Their Personal Data

1. Upon request of individuals under Section 552a(f)(1) of the Privacy Act of 1974 or 34
CFR, Section 99.20 of FERPA to gain access to their records contained i