Suggested Policy and Procedures for Data Requests
Policy:

All data requests
 should be coordinated through the Office of Institutional Research’s (OIR) request database. The exception to this process would be formal Public Information Requests, which must be made of the University’s Public Information Officer
. If data requests are made to other offices on campus, those offices should forward that information either directly (by entering a request in the database) or indirectly (by forwarding an email or telephone message to the Assistant Director for Reporting). The OIR will then ensure that the request is filled by either filling the request directly or forwarding the request to the appropriate office.

Procedures/Assumptions:

1. We recognize that many offices on campus are asked for information about the university or about their own operations. This policy is not meant to replace the routine handling of requests for information, but rather to better coordinate those requests for information that require official university responses so as to ensure that:

a. The right office is providing the right information

b. The information is provided in as short a time period as possible while ensuring accuracy.

c. Redundancy of efforts in filling information requests are eliminated, or at least minimized.

d. Records are kept regarding data information requests and the data information provided in response to those requests.

2. The OIR data request database (http://www.utsa.edu/ir/datarequest/index.html)  is used to ensure that all requests are handled efficiently and that information is provided that is accurate and verified. In all cases where information is forwarded to the data request database, the OIR will ensure that the forwarding office/individual is notified of the disposition of the data request (person/office handling the request, report of results when finished).

3. Procedures within the OIR ensure that data requests are handled regardless of whether specific individuals in that office are immediately available. This is the case since notification of requests pending is sent to multiple recipients within the OIR.

4. All offices on campus should designate a person responsible for both forwarding data requests for information as well as filling data information requests.

5. An announcement should be made (email, web) informing the university community about this policy and procedures for getting data information.

6. The university webpage should be modified to include information that will easily allow those needing data information to request it.

7. The UTSA Fact Book should be made available on the webpage in an easily accessible format so that requests for basic information can be directed there. In addition, hard copies of the Fact Book should be available in all administrative offices.

8. A short version of the Fact Book should be provided in a format easy to carry for administrators, faculty, and others at the university who need basic information in an easily-accessible form.

� Data requests are defined as any request for information not found in the Fact Book, numerical or not, about UTSA, but excludes certain requests such as subpoenas and formal Public Information Requests submitted via the Open Records process. These data requests can be from sources outside the university or from within the university. In addition, they may be requests for official university information (information that is reported to governmental agencies or that are used for internal university record keeping), or unofficial information (information that is generated from active databases at various points of time, that are not used for official purposes).


� See � HYPERLINK "http://www.utsa.edu/bussvc/OpenRecords.htm" ��http://www.utsa.edu/bussvc/OpenRecords.htm� for more information on Public Information Requests.





