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Chapter 1 – Overview of New Hampshire Department of Education Data Collections
The Initiative for School Empowerment and Excellence (i4see) has changed the way the New Hampshire Department of Education (DOE) collects data and approaches data management. Central to the effort is an overarching principle that data are collected not only for accountability needs, but also for empowering teachers, administrators, policy makers and parents to use data to improve student achievement. 
The i4see effort improves the quality and scope of data collections, provides easy access to meaningful data for schools and reduces the overall burden on schools for submitting data. The New Hampshire DOE has developed a student level data collection with extensive validation checking, replacing the collection of aggregate data where data validity errors could not be addressed. The i4see data collection processes enable schools to submit and verify their data through an automated system. 
As this effort has focused on sharing data, it heightens the importance that individuals who use the data understand the policies and practices required to manage and leverage data. This document provides background and guidance on how data confidentiality is ensured through i4see, how i4see data should be used, and how i4see data is incorporated into reports.
The focus of this document is on the i4see data system.  However, because the i4see system integrates with several other data systems at the New Hampshire DOE, this document highlights the i4see data interactions with the other systems.  It is not the intent of this policy and procedures manual to replace other documents that detail the specifics of these integrated systems. Please visit the DOE website (www.ed.state.nh.us) for the most up-to-date specifications for the operations of these systems. 
As is often the case with technology, the i4see data system is constantly being enhanced. 
Ongoing improvements to the i4see system include such changes as creation of additional reports, and addition of new verification rules. The most current i4see specifications are available at the i4see website (www.ed.state.nh.us/i4see). 
i4see
The i4see effort includes a series of student level data submissions throughout the school year. Each submission includes a State Assigned Student Identifier (SASID) for each student, along with a series of data fields for each given SASID. For example, a Beginning of Year submission (BOY) includes the SASID for each student, the school number where each student is enrolled, the grade in which each student is enrolled, the date when each student enrolled, the race of each student as well as several other fields. The i4see data is verified to eliminate errors, certified by the superintendent, and then, as required by law, signed off with an actual signature. Once the data submission is complete and signed-off, the data is migrated to the Student Level Education Data (SLED) data mart. This central repository allows for meaningful data analysis.
Other student level data collections are in place, each collecting data for a sub-group of students in New Hampshire. For example, a migrant system identifies students who associated with the migrant education program, and a special education system tracks students who are receiving special education services. 

The i4see data system integrates the i4see submissions with data from other DOE student data systems. This integration is accomplished by linking the student records in these other systems, using the i4see SASID. By including the SASID in migrant student records, for example, the migrant records can be linked to i4see student records.

Once the SASID key enables two systems to be connected, then the data that are commonly used for analysis from these other student systems are replicated in the SLED data mart. By including data such as special education or migrant data in the SLED data mart, extensive queries and analyses can be done, which will provide valuable data to schools and districts. Such queries and analyses might include identifying the sets of services that specific student populations receive or analyzing the effectiveness of these services. 
As resources are available, the New Hampshire DOE is continuing to integrate additional student data with the i4see data system. 

Some of the data systems currently integrated include:

· New Hampshire Special Education Information System (NHSEIS) 

NHSEIS is the State’s special education system, replacing SPEDIS. This database tracks special education students in both public and private schools.


· Migrant  

Migrant students are tracked in a system, and for each record in the migrant system a corresponding SASID is identified. This information is also stored in the SLED data-mart.


· ESOL (English for Speakers of Other Languages)

The ESOL system collects data regarding Limited English Proficient students. This data is collected at several points during the year and is linked to the i4see data via SASID. The SASID is now a mandatory element in the ESOL collections.

Student data systems that may be linked with i4see in the future include:  

· The Career and Technical Education (CTE) system collects extensive data regarding CTE students. This system is currently being integrated with the i4see data. Not every CTE record has been matched with a SASID.
· The Adult Basic Education (ABE) system would enable i4see to link with information about students to identify dropouts who returned to school and those who receive a GED certificate. 

· The Workforce Investment Act (WIA) system would identify students who are working as part of the WIA program, while attending school. 

· Health and Human Services (HHS) linkages would connect to information about students receiving social services.

· Higher Education data systems would provide information about students moving into higher education institutions. 

The expansion of i4see and the integration with related systems will be a continuous effort to increase the benefit to schools and districts. From student information to program and financial information the intent of i4see is to compile data to improve education delivery.
DOE Privacy and Security Overview Statement

Student data are and must be ‘handled with care’; that is, with an utmost concern for confidentiality. In general, access to student level and identifiable data is limited to schools and districts where that student has been enrolled. Further clarification of access is described in this policy document. 
Access to aggregate data that meets cell size requirements will be provided for other users. Cell size requirements protect the privacy of individuals when student data is aggregated. Counts are not provided in cells when a count or cell contains a very low number or the entire population for that category.  
Future Additions to this Document

This document is intended to provide an overview of the i4see system and to describe the policies that guide the access to and use of the data collected as part of the i4see project. This document is not intended to detail all of the specific data elements that are collected as part of the system. Changes to the policies that guide the use and access to i4see data will be reflected in future versions of this document. However, changes to the fields and content of the data collection (including reports for example), will not be maintained in this document. Rather these specifics can be found on the DOE’s website and/or within the i4see system (www.ed.state.nh.us/i4see).
Chapter 2 – i4see Student Data Access and Management Policy
Introduction
The purpose of this section is to define the policies to ensure the confidentiality of student data collected, maintained, and accessed by the i4see data system.   in New Hampshire Department of Education (DOE) databases, while providing access to those persons with a legitimate need to see the data. This policy is specific to Initiative for School Empowerment and Excellence (i4see) databases. The policy does not apply to other DOE student databases, including Special Education, Migrant Education, English for Speakers of Other Languages (ESOL), Career and Technical Education, or any other data collection that includes information on individual students. Specific databases may be subject to additional state or federal requirements.
All individually identifiable data maintained in an i4see student record at the New Hampshire DOE shall be considered confidential. While local education agencies may release individually identifiable student data designated as directory information, the New Hampshire DOE will maintain restricted access to all data maintained in the i4see state-level student databases. 
Background
The i4see initiative is to provide New Hampshire educators with high quality, timely, and complete data about New Hampshire students. SB333 [Chapter 143:7 of the Laws of 2004, effective August 1, 2004 and now incorporated into RSA 193-E as sections four and five] allows the New Hampshire DOE to develop a comprehensive and reliable data system.  SB333 included seven objectives which are related to the collection and reporting of timely and high quality data. The objectives are:
· Account for pupil transfers between schools.
· Respond to the needs of superintendents and administrators to perform gains-based analysis of pupil progress.
· Help minimize the dropout risk for children.
· Improve the ability to make sound policy decisions for the purpose of pupil achievement and improvement.
· Improve the accuracy of existing aggregate data requests.
· Provide reliable data to the citizens of New Hampshire.
· Reduce the burden on school districts in aggregating collected data.
RSA 193-E authorizes the assignment of Unique Pupil Identifiers (hereafter called State Assigned Student Identifiers or SASIDs) to the following types of students:  all students in public schools, including preschool, kindergarten programs, and grades one through twelve as well as post-graduate enrollments; all students receiving public school services (including home schooled students); and all students with special needs from age 3 through age 21. 
Beginning with the 2004-05 school year, all school administrative units, school districts, and charter schools began submitting required information electronically through the use of individual student records.  Each student record submitted contains a SASID. 
SASIDs are used to link i4see data to selected student data in other student level databases maintained by the New Hampshire DOE, including:  New Hampshire Special Education Information System (NHSEIS), Migrant Education, and English for Speakers of Other Languages (ESOL). The linked data will be maintained in SLED and will provide a more comprehensive student database for analysis and reporting. 
The Random Number Generator, the i4see database, and the Student Level Education Database are managed by staff in the New Hampshire DOE Division of Program Support, Bureau of Data Management, and staff of the state Office of Information Technology (OIT).  

Definitions Related to i4see Access and Management Policy
The following definitions are derived from the federal laws and other related documents that are relevant to the implementation of the Random Number Generator, the i4see database, the Student Level Education Database, and other student level databases within the New Hampshire DOE. 
Privacy refers to an individual’s right to freedom from intrusion due to disclosure of personally identifiable information without appropriate consent. 
Confidentiality refers to an agency’s obligation not to disclose or transmit information about individual students to unauthorized parties. Confidentiality consists of the measures used by an authorized agency to protect the privacy of personally identifiable information that it collects and maintains. Such measures include restrictions on who may be allowed to view information about an individual, aggregate data with small cell sizes, and larger cell size data that include all, or nearly all, of a subgroup such that an individual student could be identified.
Personally identifiable information includes the data that are related to a specific individual name or identifier or a combination of data that would identify an individual. Personally identifiable information includes, but is not limited to: the student’s name; the name of the student’s parent/guardian; the address of the student or student’s family; and personal characteristics or other information that would make the student’s identity easily traceable. 
Private information is any personal information that is not explicitly designated as public. For New Hampshire DOE, public information includes directory information designated as public by a school district policy or state law. 
Confidential data means information that would tend, by itself or with other information, to identify particular person(s). Confidential data include information which is intended for the use of a particular person/group and whose unauthorized disclosure could be prejudicial to the individual the data identifies. 
Disclosure means permiting access to, revealing, releasing, transferring, or otherwise communicating, personally identifiable information contained in education records to any party, by any means, including oral, written, or electronic. 
Access means to view, print, download, copy, or retrieve data from a computer, computer system, or computer network. 
Directory information is the portion of the student’s education record that would not generally be considered harmful or an invasion of privacy if disclosed. Examples of directory information used in the Federal Education Rights to Privacy Act (FERPA) included:  student’s name, address, telephone listing, date and place of birth, dates of attendance, and similar personal information. 
Federal and State Laws
The following statutes guard the confidentiality and access to students’ educational records. 
Federal laws include:  

Family Educational Rights and Privacy Act of 1974, as amended (FERPA, 20 U.S.C. 1232g; 34 CFR Part 99) – FERPA is a federal law that protects student and family privacy. It gives parents and students age 18 and over the rights to view the student’s record and apply to amend it. It also requires education agencies to restrict access to the records by only authorized persons and prevent against inappropriate disclosure.
Under FERPA, no private or confidential data will be released except under the following circumstances as stated in 34 CFR Part 99 Final Regulations for FERPA:  
1. To teachers and officials of the district in which the student is enrolled when the determination has been made that there are legitimate educational interests, under Section 99.31(a)(1). 
2. To school and district personnel when a student is seeking to enroll, under Section 99.31(a)(2). 
3. To comply with a lawfully issued subpoena or court order, under Section 99.31(a)(9)(i). 
4. To educational officials in connection with an audit or evaluation of a federal or state supported education program, under Section 99.32(c)(3). 
5. To appropriate parties in connection with an emergency if such knowledge is necessary to protect the health and safety of the student or other individuals, under Section 99.36(a). In cases of health or safety emergency, the request for release must first be directed to the school district that owns the data. The data reporting/database manager, under Section 99.36(a), may also convene a committee to evaluate the request to determine whether or not the person who would receive the information is in a position to deal with the emergency and the extent to which time is of the essence. 
6. To researchers whose proposals are approved by the data reporting/database manager, when a clear legitimate educational interest is established, provided that personally identifiable information if discovered is not disclosed to anyone other than the initiator of the request and the data reporting/database manager. A determination of legitimate educational interest is based in part on whether sharing information on a specific person would unfavorably affect that individual’s ability to learn and function in the classroom. [Section 99.31(a)(6)] 
Individuals with Disabilities Education Act (IDEA, 34 CFR Parts 300.127 and 300.560-300.576) – IDEA is a federal law that seeks to ensure equity, accountability and excellence in education for children with disabilities. This law is aligned with FERPA confidentiality requirements.
Healthy Meals for Healthy Americans Act of 1994, P.L. 103-448, amended section 9(b)(2)(c) of the National School Lunch Act (NSLA, 42 U.S.C. 1751(b)(2)(C)) – This federal law provides for the establishment and maintenance of a school lunch and breakfast program for children that are financially eligible. It restricts the disclosure of eligibility data about individual children.
Protection of Pupil Rights Amendment (PPRS, 20 U.S.C. 1232h; 34 CFR Part 98) – This federal law requires written permission for minor students to participate in surveys, analysis, and evaluations funded by education agencies and gives parents the rights to view materials used for these purposes.
Health Insurance Portability and Accountability Act of 1996 (HIPAA, 45 CFR 160.103) – This is a federal law providing national standards for electronic health care transactions.
Drug and Alcohol Patient Records Confidentiality Law (42 CFR) – This law guards the inappropriate release of patient records.
USDA Memorandum Concerning Limited Disclosure of Children’s Free and Reduced Price Meal or Free Milk Eligibility Information (December 7, 1998) – This federal memorandum allows for the disclosure of names and eligibility information to state and federal education programs without parental permission in certain specific instances. 
New Hampshire laws and regulations related to the maintenance of individual student data and the confidentiality of student records include:

Title IV Public Officers and Employees, Chapter 91-A Access to Public Records and Meetings

Section 91-A:5 Exemptions – Personal school records of pupils are exempt from the law concerning access to public records and meetings. Source. 1967, 251:1. 1986, 83:6. 1989, 184:2. 1990, 134:1. 1993, 79:1, eff. June 22, 1993. 2002, 222:4, eff. Jan. 1, 2003. 2004, 147:5, eff. Aug. 1, 2004; 246:3, 4, eff. Aug. 14, 2004.
Section 91-A:7 Violation - Any person affected by a violation of this chapter may petition the superior court for injunctive relief. Source. 1967, 251:1. 1977, 540:5, eff. Sept. 13, 1977.
Title XV Education, Chapter 189 School Boards, Superintendents, Teachers, and Truant Officers; School Census

· Section 189:1-e Directory Information – Allows a local education agency to provide information designated as directory information consistent with the Family Educational Rights and Privacy Act (FERPA), requires that parents be informed annually about what types of information are designated as directory information, and gives parents the right to request in writing to remove all or part of the information on their child that they do not wish to be available to the public. Source. 1997, 255:1, eff. Aug. 18, 1997.
Title XV Education, Chapter 193-E Adequate Public Education

Section 193-E:3 Delivery of an Equitable Education – Directs each school district to report data to the department of education at the school and district levels on the indicators identified. Source. 1998, 389:1, eff. Oct. 1, 1998. 2003, 314:1, eff. July 22, 2003. 2004, 147:2, eff. Aug. 1, 2004. 2005, 257:15, eff. July 1, 2005 at 12:02 a.m. 
Section 193-E:4 Definitions – This section provides definitions for a data warehouse, district of origin, random number generator, unique pupil identifier, and unique pupil identification system. Source. 2004, 147:3, eff. Aug. 1, 2004.
Section 193-E:5 Unique Pupil Identification – This section authorizes the assignment of a unique pupil identification system and places restrictions on how it may and may not be used. Source. 2004, 147:3, eff. Aug. 1, 2004.
Title XV Education, Chapter 193-C Statewide Education Improvement and Assessment Program

Section 193-C:1 Statement of Purpose – This section directs that assessment results be provided to students, parents, teachers, administrators, school board members, and to all other citizens of New Hampshire in order that informed decisions can be made concerning curriculum, in-service education, instructional improvement, teacher training, resource allocation, and staffing. Source. 1993, 290:2, eff. June 22, 1993.
Section 193-C:3 Program Established; Goals – This section provides the goals for the state assessment system. It includes a reference to the uses of the achievement data at both the individual student level and at the aggregate level. Source. 1993, 290:2, eff. June 22, 1993. 2003, 314:7, eff. July 22, 2003.

Section 193-C:6 Assessment Required – This section requires all public school students in specified grades to participate in the assessments. Source. 1993, 290:2, eff. June 22, 1993. 1999, 224:2, eff. Sept. 4, 1999.
Section 193-C:10 Accessibility of Assessment Materials – This section gives parents/guardians the right to review their pupil’s assessment materials. Source. 1998, 290:1, eff. Jan. 1, 1999.
Section 193-C:11  Anonymity of Pupil Assessment Results; Parental Authorization Required – This section requires that pupil assessment results and materials have names and identifying codes removed for maintenance and storage. Source. 1998, 290:1, eff. Jan. 1, 1999.
Title XV Education, Chapter 193-D Safe School Zones

· Section 193-D:7 Confidentiality – This section allows law enforcement officers and school administrators to exchange pupil records relating to criminal acts or delinquency. Source. 1994, 355:3, eff. Sept. 1, 1994.
Title XV Education, Chapter 200 Health and Sanitation

Section 200:42 Possession and Use of Epinephrine Auto-Injectors Permitted – This sections allows schools to collect information about medical conditions and prescribed medications. Source. 2003, 50:1, eff. Aug. 15, 2003.
Title XV Education, Chapter 200 Health and Sanitation

Section 200:46 Possession and Self-Administration of Asthma Inhalers Permitted - This sections allows schools to collect information about medical conditions and prescribed medications. Source. 2003, 51:3, eff. Aug. 15, 2003.
Title LXII Criminal Code Chapter Falsification in Official Records

Section 641:7 Tampering With Public Records or Information – This section makes it a misdemeanor to falsify or otherwise make untrue information maintained by the government. Source. 1971, 518:1, eff. Nov. 1, 1973.
State employees are subject to the following Personnel Rules: 

Per 1001.08 Dismissal – This rule allows for immediate dismissal of a state employee who willfully releases confidential information, provided that the agency has a policy detailing which records are deemed confidential.
Per 1001.03-07 – These rules document that unauthorized use or misuse of information or communication systems may result in a written warning, withholding of an annual increment, suspension with or without pay, demotion or dismissal. 

Contents of New Hampshire DOE Student Databases
i4see Data System:

The i4see data system includes components for the assignment of unique pupil identifiers or State Assigned Student Identifiers (SASIDs) using a random number generator, the i4see collection system, and the development of a student level data warehouse. Other student level databases within the New Hampshire DOE will provide data which will be linked to the i4see data to create a Student Level Education Database (SLED). The SLED will support data-driven decision making. Submissions of student level data are made through the Education Statistics System (ESS) Work Bench which is also bound by this policy statement.
i4see Database:

The i4see database contains several annual submissions of student enrollment and demographic information. Student data include: SASID, date of birth, school attended, grade level, entry date, exit date, attendance, and other student information. Student names are never included in the i4see database. The data are submitted to the New Hampshire DOE by School Administrative Units or local education agencies through the web-based Education Statistics System (ESS) Work Bench. 
Random Number Generator Database:

The Random Number Generator is a database that contains a limited set of individual student data (name, date of birth, gender, race, town of birth, and school) used for the assignment of the SASID (unique student identification number) and for district administrators to locate the identifier of a student who has transferred into his/her district from another district within New Hampshire. The goal of this system is to maintain a unique identifier for every New Hampshire student such that: 1) only one student is ever assigned a particular number; 2) once a student is assigned a number, that number is always associated with that student throughout his or her educational career or until he or she leaves the state; and 3) a student is only assigned one number so that the student is not duplicated in the i4see database or in SLED. 
Student Level Education Database:

The Student Level Education Database (SLED) includes i4see student data linked by SASID to federal programs student data. Statewide student assessment data, including scores from the New England Common Assessment Program (NECAP) and the New Hampshire Alternate Assessment, will also be maintained in the SLED database. 

The Random Number Generator, the i4see database, the Student Level Education Database, other student level databases, and the Education Statistics System Work Bench are managed by the New Hampshire DOE in accordance with state and federal laws. 
Other Student Level Databases:

Other student level databases within the New Hampshire DOE contain student names and other information needed for specific reporting requirements. These databases provide for state and federal program reporting and include information about student participation in federal programs such as programs for English language learners, migrant students, and students with disabilities. 

i4see Access Policies for New Hampshire DOE Employees
All private information included in New Hampshire DOE i4see student databases shall be treated as confidential unless this policy specifically permits access.
Access to confidential student data will be strictly limited. Student names will not be used to track individual students; rather, the names are used to help ensure that duplicate students are not included in the database. 
Within the New Hampshire DOE, private student information contained within the i4see database, the SLED, and other student level databases shall be accessed only by staff members as necessary to complete their assigned duties. Staff member’s access rights will be restricted to that staff member’s span of responsibility. 

DOE-assigned state employees and contracted vendors are permitted access to private information when necessary to perform duties related to job responsibilities. Necessary duties include activities such as data “collection, verification, audit, and analysis.” Individuals responsible for hardware and software maintenance are also permitted access. 
Each year, the Commissioner of Education will designate authorized persons within the New Hampshire DOE who may access student data in accordance with this policy document. (See Appendix A for a sample letter of authorization.)  The Commissioner authorizes access to the i4see database, the SLED, and other student level databases for the New Hampshire DOE staff who are assigned responsibilities related to student records collection and reporting. All DOE-assigned state employees and contracted vendors with access to private student data must sign an assurance statement regarding their use and the nondisclosure of confidential information. User logins and passwords will be used to restrict access. Passwords will expire on a regular basis to promote security.
The New Hampshire DOE access policies do not expand or in any way change the allowable uses by DOE staff of these systems or the availability of the student records to any other educator or member of the public.
i4see Access Policies for Persons Outside of the New Hampshire DOE 
To protect the confidentiality of the individual student information and prevent unauthorized disclosure of data, the New Hampshire Department of Education has established the following access policies and/or practices. 
· District and School Personnel 

The superintendent of a school district, or the director of a charter school, is responsible for authorizing access to the ESS Work Bench and the Random Number Generator. Authorized staff will be assigned a unique password and login. The level of access to the ESS Work Bench and the Random Number Generator will be assigned by the superintendent (or the designated local i4see security coordinator), and managed by the New Hampshire DOE through the login and password of the user. 
· District Access to Student Level Data  

For the purposes of assigning or locating a student’s unique identifier (SASID), authorized district staff search for an existing student SASID by submitting identifying information on the student. Other than SASID, however, district staff cannot view or download student level data submitted by other districts. 

· Parental Access

Parents/guardians for a student younger than 18 and a student over 18 years old are entitled to see all student information. Parents/guardians for students 18 and over may still have access to the student’s records if the student is a dependent for tax purposes. 

Anyone wishing to review student information should be encouraged to first contact their school district since most information originates there. The New Hampshire DOE will make its student information available in accordance with the Federal Education Records Privacy Act (FERPA). Requests for access should be directed to the Commissioner. A non-custodial parent or a legal guardian may access the student’s record unless the agency has evidence of a court order to state law revoking these rights. Access to information on other students is prohibited.
· Contractor on Behalf of the State

A person or company with whom the New Hampshire DOE has contracted to perform a specific task may be granted access to student records on an as needed basis. For instance, persons working for contractors who develop or maintain a student level database for the New Hampshire DOE may be given access to individual student records if required as a part of their job responsibilities. Persons with direct access to individually identifiable information will be expected to sign an assurance statement concerning the non-disclosure of student data.  
· Researchers

Student records are exempt from the right to know law (New Hampshire Title IV, Chapter 91-A:5), and researchers are not entitled to access. 
Researchers desiring access to information containing personally identifiable information must make a request to the Commissioner’s office. The request must include a written description of the research, a research plan describing the issue to be investigated and the data requested, a staffing plan with resumes detailing relevant research experience, and the funding source for the research. Approval will be at the discretion of the Commissioner. The New Hampshire DOE reserves the right to monitor the research, receive a copy any reports two weeks prior to publication, and require a disclaimer statement to be published with the report. 

If access to student records is granted, the researcher shall be provided with only the data needed for the research. The researcher and all associates that will have access to the data must sign a confidentiality statement that they understand the policy and will not reveal data to anyone else. (See Confidentiality Documents in Appendix A.)  The specific data provided must be documented. Upon completion of the research the researcher must destroy all copies of personally identifiable information and attest to the New Hampshire DOE that he/she has done so.
· Other State Agencies

The New Hampshire DOE will not grant access to i4see or SLED database or otherwise share student level information with other state agencies except as specifically allowed by law. However, the DOE may obtain data from other agencies and merge that with New Hampshire DOE data. The New Hampshire DOE may contract with a third party to conduct the matches or merges. 
· Public Access  

The general public will not have access to the i4see or SLED student level databases. Access will be provided to aggregate data reports. 
· Legislative Access  
The legislature will not have access to the i4see or SLED student level databases. Access will be provided to aggregate data reports. 
· Federal Government 

Federal agencies will not have access to the i4see or SLED student level databases. The New Hampshire DOE will comply with requests for personally identifiable information from federal governmental agencies only as required by law. 
· Federal Education Rights to Privacy Act (FERPA) Access Procedures

Student data will be disclosed only on the conditions that: (1) the party to whom the data are released does not disclose the information to any third party without the prior written consent of the authorized person within New Hampshire DOE, the company who provided the student assessment data (if assessment data are being disclosed), or the school district that owns the data; (2) the data are protected in a manner that does not permit the personal identification of an individual by anyone except the party referenced in the disclosure; and (3) the data are destroyed when no longer needed for the purposes under which the disclosure was granted. 
The authorized New Hampshire DOE staff members will account to the Commissioner of the New Hampshire Department of Education for all disclosures or requests for disclosures. This includes keeping a list of the data, nature, and purposes of the disclosure, and to whom the disclosure was made. 

Unauthorized persons must contact the originating SAU (school administrative unit) or district concerning access to personally identifiable student data. They are required to obtain written permission to obtain access from the SAU or district as noted in FERPA. 
i4see Statistical Security 
The i4see database, the Student Level Education Database, and other student level databases within New Hampshire DOE will be used to produce summary reports of student data. While it may seem that the use of anonymous aggregated data poses little threat to confidentiality, some subgroup populations are comprised of just a few individuals. Statistical disclosure is the risk that arises when a population is so narrowly defined that tabulations report on a group so small that individuals may be identified. In case of small cell size, the New Hampshire DOE will apply statistical cutoff procedures to ensure that confidentiality is maintained. New Hampshire DOE employees are responsible for reviewing reports before release and suppressing any data with the potential to violate the confidentiality of individuals. 
i4see Physical Security 
The ESS Work Bench, the Random Number Generator, the i4see database, and the Student Level Education Database will be maintained by the New Hampshire Office of Information Technology in locked server rooms in a secure setting. Assigned OIT staff will monitor security notices affecting the system software and will maintain the current software patches for the system components. OIT will insure appropriate firewall protection and intrusion detection efforts are in place for the system components. OIT staff will monitor the access logs for the database for activity in violation of New Hampshire DOE policy. 
No personally identifiable data shall be physically removed from the DOE without written authorization. Each bureau or office that maintains a database shall maintain a log recording the date and data removed by staff and contracted vendors. The Commissioner’s office shall keep a log of data removed by researchers. Any person who removes data shall be responsible for the physical security of that data and immediately notify the appropriate New Hampshire DOE supervisor of any breach of security. Copies of personal data no longer needed shall be disposed of properly. Proper disposal includes shredding of paper and deleting of files.
i4see Data Use 
A key purpose of the i4see database and the Student Level Education Database is to provide access to statistical information that improves the education-related decisions of teachers, administrators, policymakers, parents, and other education stakeholders as well as the general public. Private or confidential data on an individual will not be created, collected, stored, used, maintained, or disseminated by the i4see database, the SLED, and other student data systems in violation of federal or state law. If the New Hampshire DOE enters into a contract with a private individual or third party to perform any of the data reporting or database manager functions, that agreement shall require that the data be protected in the same fashion. 
The Department will aggregate the individual student data received through the i4see database, the SLED, and other student level databases to complete state and federal reporting requirements including: 
· Education Data Exchange Network (EDEN) 
· No Child Left Behind Reports (AYP) 
· Individuals with Disabilities Education Act (IDEA) Reports
Enforcement of i4see Disclosure Restrictions 
The Division of Program Support, Bureau of Data Management is responsible for determining whether a request for access to the student records in the i4see database or the SLED constitutes a legitimate request for an appropriate usage of student data. If the request does not meet standards established by the New Hampshire DOE for the appropriate release of student data, then the request will be denied. 
The Division of Program Support, Bureau of Data Management is also responsible for determining if personally identifiable information from these databases has been inappropriately disclosed by a New Hampshire official or a third party allowed use of the data in violation of this policy, or if inappropriate access to student data is provided, or if inappropriate modifications to the data have been made. If an improper disclosure is made by someone other than a New Hampshire official, then the party or parties will not be allowed access to any i4see, SLED, or other student level data for five years as required by FERPA.

Penalties for Violation
Inappropriate access to the Random Number Generator by anyone, other than the district superintendent or the i4see designee, may result in involuntary termination of employment and may be a class B felony. 
Section 193-E:5(g) indicates that the SASID cannot be required as a “condition of doing business, providing a service, or receiving a benefit of any kind.”  Any person or entity violating this requirement will be “liable for actual damages or $25,000, whichever is greater, for each violation.”

Ownership of the Data
School administrative units, school districts, charter schools, or other primary sources of the data that are located in the i4see database, the Student Level Education Database, or the other student level databases are the originators and owners of those data. They are responsible for maintaining policies and procedures for safeguarding student data in their possession.
The New Hampshire DOE functions as the custodian of the data in its possession. In order to protect the data in its custody, the New Hampshire DOE has established this policy, which ensures that all data are securely maintained with safeguards on all personally identifiable information in the i4see student level databases in the New Hampshire DOE. 

Chapter 3 – i4see Data Submissions and Verification Procedures
The Initiative for School Empowerment and Excellence (i4see) is a data collection effort being designed and deployed to put student information into the hands of teachers, administrators, policy makers, and other stakeholders to help improve the education of students. 
Data Submission Names and Descriptions

Student level data submissions take place at defined times during the year. The following submissions are identified for i4see:
· State-Assigned Student Identifier (SASID)
· NECAP and Alt Assessment Label Request
· Beginning of Year (BOY)
· End of Year (EOY) Enrollment
· End of Year (EOY) Academic Performance
· Free and Reduced (F&R) Meal Eligibility
· Real-Time Entry and Withdrawal for High School Students
· Student Class

· Submission Course
· Security

· 21st Century
State-Assigned Student Identifier (SASID)
School districts are responsible to assign and track a state assigned student identifier (SASID). Each student should receive only one SASID, and the SASID should remain with the student throughout his/her education in the state of New Hampshire. If the student transfers into a school district and was previously enrolled in a New Hampshire school, then the SASID should be in the student’s academic folder. A new SASID should not be created for the same student. 
School districts can request SASIDs one at a time through a web-based tool or submit a comma-delimited file that requests SASIDs for multiple students at one time. To request a SASID, a school district must provide the required data elements for each student. 

If a student already has a SASID assigned, the system will prevent the creation of a duplicate SASID and provide contact information to locate the student's SASID. 

State legislation requires that the DOE not keep a record connecting the name and the SASID. Therefore, it is critical that each district maintain the name and SASID for each student, as part of each student’s permanent file. After requesting a SASID the system will return the SASID along with the locally assigned student identifier (LASID). The school can then update the record for each LASID it submitted with the new SASID.

NECAP and Alt Assessment Label Request

The data file associates a student SASID to a particular SAU, district, school, grade level, and assessment group for the administration of the New England Common Assessment Program (NECAP), the New Hampshire Alternate Assessment (NH-ALT) and other programs requiring student/SASID registrations. The data in this submission can be used to print labels and sort labels for the assessment test, and to associate each student correctly to a school for other accountability purposes. 
For NECAP, the first submission occurs in August for the October administration of the state assessment. A second submission for spring testing occurs in March. Other programs using this submission procedure may occur at other times during the year.
Beginning of Year (BOY)
At the beginning of the school year, all districts must provide data for each student who is either enrolled in their school or living in their towns, and who is the responsibility of the district. 

This submission should include: all students who are currently enrolled at the time of the submission, all students who were enrolled in the school at any point since the beginning of the school year, and all students who were enrolled in the prior year and unexpectedly did not return. 
There are three primary purposes for this collection: 

1. To provide enrollment counts 
2. To track dropouts 
3. To calculate participation rates for NECAP
End of Year (EOY) Enrollment

Following the close of school in June, all districts must provide data for each student who was enrolled in their district at any point during the prior school year. Additionally, this submission will include non Special Education students who were the responsibility of the school but placed out-of-district (including nonpublic schools in state and all schools out of state). 
This submission is used for ADM and Adequacy funding, to cross-check fall enrollment counts, for NECAP reporting and for dropout prevention.

End of Year (EOY) Academic Performance

Following the close of school in June, all districts must provide academic data for each student who was enrolled in their district at any point during the prior school year. 
This submission is used to identify school and district academic success indicators and evaluate program effectiveness for Title I, Reading Recovery and Advanced Placement programs. 

Free and Reduced (F&R) Meal Eligibility
The file identifies the Free and Reduced Meal eligibility status for each student SASID, associated with an SAU, a district, and a school. A secure, encrypted method is used for transfer of the file. This collection is completed once per year in October.
This data will be used to aggregate data for a variety of reports. 
Real Time Enrollment Entry/Withdrawal for High School Students

Real time entry/withdrawal is entered for high school students. The Enrollment Entry/Withdrawal screen becomes available on the i4see Workbench after Beginning of Year submissions are completed in October and is available for the remainder of the school year. 
The submission is required when a high school student enters or withdraws from a school, after October. 
Other Submissions
Student Class, Submission Course, Security, and 21st Century are submissions which are under development at this time. Approval for new submissions can be requested from the Bureau of Data Management. The complete list of submissions can be viewed on the i4see web site under the Data Dictionary.
Current Time Lines for Data Submissions

	Submission Date
	Data

	      Continual submissions, as students enroll

	· State-Assigned Student Identifier (SASID) 

	June - August 

	· NECAP and Alt Assessment Label Request

	October 


	· Beginning of Year (BOY) 
· Free and Reduced (F&R) Meal Eligibility

	October – June


	· Real Time Enrollment Entry/Withdrawal for High School Students

	March


	· NECAP and Alt Assessment Label Request

	June - July 


	· End of Year (EOY) Enrollment
· End of Year (EOY) Academic Performance


Procedures for Submissions

Submission of data may vary in each school district: For example, in some districts central office submits all of the student data for their schools. In other districts, individual schools submit all of the student data for the school. However, each district is responsible for ensuring that data is submitted.
The district’s Superintendent designates the authorized person or persons to conduct data submissions for the district, and identifies the school or schools for which that person may submit data. 
. 
Data Element Definitions

The i4see Data Dictionary describes the student level data submissions that each district is required to send to the New Hampshire DOE. The Data Dictionary lists the data elements that make up each of the data submissions. Then, for each data element, the Data Dictionary provides the following details:
· data element names (both an abbreviated name and a “long” name) 

· the data element type, 

· the format, 

· minimum and maximum size, 

· definition (or description) of the element, 
· the purpose for including the element, 
· descriptions and valid codes* (where appropriate), and 
· validation rules for the data element. 
Submission Methods

Data submissions to i4see may be accomplished using the following submission methods:
· Single SASID request, 

· File upload, and
· Real time submission of student entries and exits. 
File upload is the submission method used for the majority of i4see data collections. 

Only SASID submissions can be submitted using the single SASID request screen. 
Real time submission of student entries and exits is the most recent addition. 
Data Quality and Verification 

The i4see data reported to the state are subjected to a variety of data quality and verification procedures, before the data are “accepted” for use in funding and accountability. The i4see system uses a three-step process for submissions: 
1. Upload and verify the batch. 
2. Verify a submission at the district level, 
3. State review reports, and 

4. Certify via the superintendent.
Upload and Verify the Batch

Student records are submitted by uploading a data file using the i4see Submission Workbench, and selecting “UPLOAD”. Each data file that is submitted is designated as a “batch,” and assigned a batch identifier. For each batch, the Submission Workbench lists the type of file submitted, the submission year, the date and time of the submission, the status of the submission, and the count of records in the batch. 
The data file is submitted through the i4see Submission Workbench by selecting “UPLOAD”. The batch of student records is processed, any errors or questions on individual student records are noted, and the status is updated to reflect the completion of the processing. If errors are identified through the processing, the status reflects “Batch Verified with Errors.”  Errors must be corrected, either by correcting the source data and resubmitting the file or by directly editing the data using the submission system (and subsequently correcting the source data). When errors are corrected, the file must be submitted for re-verification by selecting “VERIFY.” When errors are resolved, the batch status will reflect “Batch Verified.” 
Verify a Submission at the District Level

Once all of the uploaded files for a submission type have a status of “Batch Verified,” the next step is to complete a district review of those files. This step completes additional rules that can only be checked when ALL of the district files for the particular submission type are available.
District verification is initiated through the i4see Submission Workbench by selecting “VERIFY ACROSS DISTRICT.”  When errors are identified the status reflects “District Verified with Errors.” Errors must be corrected either by correcting the source data and resubmitting the file or by directly editing the data using the submission system. When errors are corrected the district verification is requested as before. When errors are resolved the district status will reflect “District Verified.” 

District Review Reports 
After a school’s BOY or EOY files have been uploaded, the school/district staff member can immediately begin verifying the data using summary reports available on the district review screen. These reports generally summarize the uploaded data at the school level. For example, after uploading an EOY file, a school can go to the “Pupil Promotion” report to verify the number of students promoted by grade within the school. There are different reports on this screen depending upon the submission. The reports are dynamic and will change as districts continue to upload or make changes to their data. 
State Review Reports 
When all schools have uploaded their BOY or EOY files, reports become available for state level verifications. These reports will change as districts continue their uploads or make edits to their data. These reports provide validation checks across all schools in the state. For example, for the EOY Enrollment file, the “One SASID Too Many Days” report will alert a school district to students whose attendance and absence exceeds the 360 (half-day) norm. This could be because that student was reported as attending two different schools in two different districts during the same time period. 
The reports vary from submission to submission, but provide for cross-checking on a statewide basis. For example, for the BOY file, the State Review has a report called “October 1st Duplicates” that provides the SASIDs of students that are reported by two different schools on October 1. Districts are required to resolve any state-wide conflicts or data anomalies reported on these reports.
Certify via the Superintendent

When all of the district files have a status of “District Verified” for a particular submission type and all district reports that need confirmation are checked, the district superintendent “certifies” the district’s data. This step completes the verification of the data files.
The certification process is restricted to the Superintendent’s user ID. The Superintendent logs in to the i4see Submission Workbench and selects “CERTIFY DISTRICT DATA,” and the status of related batches is changed to “Certified.”  
Superintendent Sign-off Reports
Statue requires that all Fall Enrollment (BOY) records and ADM (EOY) records be confirmed by the Superintendent and that the Superintendent sign a document attesting that the data is accurate. For submissions where a Superintendent’s signature is required, a summary report is available on the district review page that can be printed, signed, and returned to the Bureau of Data Management for compliance with the statute.
Data Edits and Verification Rules
Specific edits are associated with the various i4see submission types (batch, district, state). The Department is currently updating the Data Dictionary. A complete list of business rules used to verify the uploads will be available in the Data Dictionary when the Dictionary update is completed. 
Submission Verification Reports 

As mentioned above, several sets of reports are available through the i4see Submission Workbench for use during the school, district, and state verification of student data files. 
The following tables summarize BOY and EOY reports and relationships to the verification process available at the time of publication. Additional reports will be added as needed. 
Please see the i4see Workbench for a complete list of submission verification reports.
	Beginning of Year (BOY)

	Reports
	Brief Description
	Reviewed by

	Grade Count:  Unduplicated SASIDs per Grade   (Includes students exiting before October 2nd)
	Summarizes all student records submitted in BOY uploads for a district
	School Staff and Business Administrator

	Student Count (on October 2nd)
	Fall Enrollment Count as of October 1st
	School Staff and Business Administrator

	Race and Gender Counts (on October 2nd)
	Fall Enrollment by Race by Gender
	School Staff and Business Administrator

	Gender Counts (on October 2nd)
	Fall Enrollment by Gender
	School Staff and Business Administrator

	Homeless Count (on October 2nd)
	Count of Homeless students reported in BOY student records
	Homeless Liaison

	Summer Graduates 
	Count of Summer completers
	Guidance Staff

	Summer Withdrawal Counts (EnrollmentStatus = 7)
	Count of students who withdrew over the summer
	School Staff 

	Record Detail for EOY
	All student records submitted in the BOY for a district
	n/a

	Fall Enrollment Signoff
	
	n/a


	State Beginning of Year (BOY)

	Reports
	Brief Description
	Reviewed by

	EOY Students Not Found in a BOY
	List of SASIDS from the EOY that do not appear in the following year's BOY
	School Staff

	October 2nd
 Duplicates
	List of SASIDS that appear in two different schools on October first
	School Staff


	End of Year (EOY) Enrollment

	Reports
	Brief Description
	Reviewed by

	Grade Count:  Unduplicated SASIDs per Grade
	Summarizes all student records submitted in EOY uploads for a district
	School Staff

	Entry Codes
	Count of Entry Codes in the EOY 
	School Staff

	Pupil Promotion
	Count of students promoted, not promoted, and completed
	School Staff and Guidance Staff

	Race Counts
	Count by race/ethnic group of student records in the EOY
	School Staff

	Graduate Summary Counts
	Count of student completers by diploma type in the records of the EOY
	Guidance Staff

	Homeless Count
	Count of homeless students by category in the records of the EOY
	Homeless Liaison

	In-School Suspensions
	Count of in school suspensions by category in the records of the EOY
	Guidance Staff

	Out-of-School Suspensions
	Count of out of school suspensions by category in the records of the EOY
	Guidance Staff

	% of School Week (K and PS)
	Count of preschool and kindergarten students by percentage of day in school
	School Staff

	Graduate Report with Post Grad Plans
	Count of high school completers with plans for after high school
	Guidance Staff

	Record Detail for EOY
	All student records submitted in the EOY Enrollment for the district
	n/a


	State End of Year (EOY)

	Reports
	Brief Description
	Reviewed by

	BOY Students not  found in EOY
	List of SASIDs from the BOY that do not appear in the EOY records
	School Staff

	One SASID Too Many Days 
	List of SASID numbers that appear in the State Report with attendance and absence that totals more than 360 half days
	School Staff

	High School Withdrawal Anomalies
	List of SASID numbers for students the withdrawal code "W4," which did not appear in another public school
	Guidance Staff

	1st to 8th Grade Withdrawal Anomalies
	List of SASID numbers for students the withdrawal code "W4," which did not appear in another public school
	Guidance Staff

	ADM Report
	Calculates and reports the total ADM in Attendance by school (this document replaces the A3, General Statistical Report)
	Superintendent and Business Officials

	Tuition Report
	Reports the students who attend in the schools of the district, but are the financial responsibility of another district. (this report replaces the A13E&S, Receiving District Report)
	Superintendent and Business Officials

	Determination Report
	Calculates the Resident ADM of the District
	Superintendent and Business Officials


	End of Year (EOY) Academic Performance

	Reports
	Brief Description
	Reviewed by

	Title I Math Count
	Count of Title I math students in the EOY records
	Title I Coordinator

	Title I RLA Count
	Count of Title I reading language arts students in the EOY records
	Title I Coordinator

	Reading Recovery Count
	Count of Reading Recovery students in the EOY records
	1st Grade Reading Specialist

	Record Detail for EOY Academic
	All student records submitted in the EOY Academic for the district
	n/a

	AP Summary
	Summarizes Advanced Placement counts for students of the district
	Guidance Staff


Chapter 4 – i4see Related Data:  Integration and Verification Requirements
This section provides more information on i4see relationships with other New Hampshire Department of Education data collections. 
NHDOE collects individual student data which will be linked with i4see data using the SASID, including:
· state assessments, 
· English Language Learner data,
· special education program (New Hampshire Special Education Information System or NHSEIS) data, and
· migrant program data.
Additional student data collection systems that are being considered for linking to SASID include: 
· CTE (Career and Technical Education),

· GED, 
· 21st Century Community Learning Centers,
· WIA (Workforce Investment Act), 

· HHS (Health and Human Services), and
· Higher Education.
i4see Relationships to Other Student Record Collections (Assessments, Special Education, ESOL, Career and Tech Ed, Migrant)

The i4see student data has been linked with other individual student records. This linking provides the additional capacity to more completely portray students’ progress, and the services and support the students receive as they progress through New Hampshire schools. 

State Assessments
The state assessment program NECAP assessments include the SASID to link student performance data. At the state level, the SASID links with student enrollment information, and other student characteristics (gender, race/ethnicity, age, grade level, etc.), as required for state and district reporting. NECAP data beginning with the Fall 2005 NECAP assessment are now integrated with the i4see data collection. During the 2005-2006 and 2006-2007 school years, grades 3-8 were assessed. Beginning with the 2007-2008 school year grades 3-8 and grade 11 will be assessed. The assessments have included RLA, Writing and Mathematics. Beginning in Spring 2008, Science will also be assessed. In addition to the NECAP assessment data, the state Alternative Assessment is also being integrated with the i4see data. On an optional basis, NWEA, DIBELS, and Stanford Reading First assessments data will also be included for those schools that provide the data for linkage.
ESOL – English for Speakers of Other Languages 
The Department maintains a data collection system to track ESOL students. This includes a fall effort to identify all ESOL students in schools at the beginning of the year as well as a system to track ESOL students who take the Access test. A variety of information is kept in the ESOL system – for example, number of years in US schools, primary language, number of hours of ESOL services, etc. This data is integrated with the i4see system. Although the expanse of data has varied in the ESOL system over the past two years, it has been integrated with i4see since the Fall 2005.

Special Education Program

The New Hampshire Special Education System (NHSEIS) is also integrated with the i4see data via SASID number. Data is collected from the NHESIS system at multiple times during the year. In the fall, beginning 2007-2008, students enrolled in private special education schools will be identified in i4see for all students with an active IEP including student disabilities. At the end of the year, every student who was in an IEP at any time during the prior year will be identified for the i4see system along with the ADM (Average Daily Membership) for all students who attended private schools. 

In addition to this data which will be integrated into the i4see system, additional information which is maintained in the NHESIS system can be accessed via linking with the SASID number.
Migrant Program

New Hampshire maintains a database of all migrant students. At the beginning of each year (in October) all migrant students are identified for the i4see system. This has taken place since the Fall of 2005.

i4see relationships to Other Collections (Education Directory, ESS School Calendar, etc.)

In addition to student level data integration, the i4see effort leverages school and other common information maintained at the New Hampshire DOE. For example to ensure that all schools submit their BOY (Beginning of Year) data, the DOE’s Common Database is used to identify which schools are currently active and must submit data. Additionally this database identifies which grades are valid for a given school. The Common Database also maintains a list of valid SAUs and Districts that are used to ensure the i4see submissions have valid data. The New Hampshire DOE also maintains school calendars to identify the number of days a school is in session. These common tables are used to maximize the use of available data and to improve the accuracy of i4see and other education data resources. 
Chapter 5 – i4see Student Level Education Database (SLED) Management Procedures
SLED Description

SLED (Student Level Education Data) is a SQL Server database that includes Beginning of Year (BOY) Enrollment  data, End of Year (EOY) Enrollment data,  End of Year (EOY) Academic data, Free and Reduced data, Migrant Data, ESOL data and other associated summarized tables and code description (dimension) tables. 
The SLED database allows the State to share data with schools/districts and analyze data for improved policy decisions. The data received from the districts as well as the data to be linked from other systems is integrated into the SLED database. This centralized data allows the State to conduct data analysis and reporting in order to help meet the goal of “making sound policy decisions.” SLED data can also be used to generate ad-hoc reports including year-to-year comparisons. 
Student level data is submitted by school administrators in batches by using the online ESS (Education Statistics System) and the i4see Submission Workbench by uploading batches of data from the school and district to the state. Submission of BOY Enrollment data usually starts on October 1 of the school year. Submission of EOY Enrollment data usually starts in June of the school year. 
The submitted data is then validated and verified and inserted into a database. Data is eventually “certified” by the Superintendent to ensure its validity. The certification process is usually completed by October 15th for BOY data and July 15th for EOY data.
SLED Population Timelines and Procedures

Data is summarized and automatically loaded into the SLED tables. 

SLED Administration

SLED data is maintained by DOE Bureau of Data Management personnel.

SLED Access and Use Procedures

Read-only access to the student level data is restricted to a small list of SLED administrators within the New Hampshire DOE who use the data to create aggregate reports for stakeholders. These administrators may also use the SLED database to assist schools in verifying student data. Access to data beyond the administrators must be limited to aggregate data that meets cell size limitations. 

Chapter 6 – Standard Reports, Publication Procedures, and Formulas  
The standardized reports which are posted on the New Hampshire DOE website include categories of reports. The documentation which follows provides a summary of some “standard” i4see reports and references additional data sources included in the reports. 
Formulas are cited where a statistic is provided within the report.

Note: the following is a sample list of some of the reports available. See the DOE web site for a complete list.

Attendance Reports

Attendance Rate by District
	
	Report Characteristics
	Report Use(s)
	Data Source(s)
	i4see Students

	1
	· Attendance rate is based on the number of half-days of attendance and half-days of absence reported at the end of the school year

· The report lists Attendance rate by Grade Groupings (Preschool, Kindergarten, Elementary, Middle/Junior, High, and Total), by School and District, Public Academies and Joint Maintenance Agreement, and Public Charters

· State percentages are included
	· AYP 

· Accountability 

· School District Profiles (Report Card)
	· EOY i4see database - student level membership status, attendance/absence

· Common Database (Education Directory) for SAU and District
	*EXCLUDE:

· Home schooled students

· Summer graduates (prior summer)

· Non-Special Education private school students

INCLUDE: 

· All remaining student records reported in i4see EOY Enrollment




Attendance Reports (Continued)

Attendance Rate by School
	
	Report Characteristics
	Report Use(s)
	Data Source(s)
	i4see Students

	2
	· Attendance rate is based on the number of half-days of attendance and half-days of absence reported at the end of the school year

· Attendance rate by Grade Groupings (Preschool, Kindergarten, Elementary, Middle/Junior, High, and Total), listed by School and District, Public Academies and Joint Maintenance Agreement, and Public Charters

· State percentages are included
	· AYP

· Accountability

· School District Profiles (Report Card)
	· EOY i4see database - student level membership status, attendance/absence

· Common Database (Education Directory) for SAU and District
	*EXCLUDE:

· home schooled students; 

· summer graduates (prior summer); 

· non-Special Education private school students

INCLUDE: 

All remaining student records reported in i4see EOY Enrollment


Attendance Reports (Continued)

Average Daily Membership (ADMA)
	
	Report Characteristics
	Report Use(s)
	Data Source(s)
	i4see Students


Estimated Cost Per Pupil 




ADMA totals INCLUDE:


ADMA counts students under the district and school

 attended (SauNbr, DistNbr, SchoolNbr)

	


Attendance Reports (Continued)

Average Daily Membership Based Upon Residence (ADMR)
	
	Report Characteristics
	Report Use(s)
	Data Source(s)
	i4see Students


State Aid - Equity Aid 


EOY i4see database - student level membership status, attendance/absence, district responsible


ESS School Calendars - number of half-days in the year's instructional program


NHSEIS (Special Ed student level database) - student records using i4see SASID 


Student records where EnrollmentStatus = 1, 2, 3, 5, 6, and 9

	


Fall Enrollment Reports

Average Class Size by District
	
	Report Characteristics
	Report Use(s)
	Data Source(s)
	i4see Students


Students in schools with middle and junior high grades where students were assigned to classes individually and indicating number of  classes was inappropriate on ESS Form A 12B

	· **
** The class size reported may not include all 5th - 8th grades operated by the district. A grade has been excluded if course options available to the student result in classes of varying size throughout the day.

INCLUDE:

· Student records where EnrollmentStatus = 1, 2, or 3

 


Fall Enrollment Reports (Continued)

Average Class Size by School
	
	Report Characteristics
	Report Use(s)
	Data Source(s)
	i4see Students







ESOL database (matched to i4see database using SASID) - ESOL self-contained students are not included in average class size calculation


NHSEIS database - Special Education self-contained student are not included in average class size calculation



Preschool and Kindergarten students


Special Education self-contained students (matched to NHSEIS database)


Students in schools with middle and junior high grades where students were assigned to classes individually and indicating number of classes was inappropriate on ESS Form A 12B


	 


Fall Enrollment Reports (Continued)

County Enrollment by Grade
	
	Report Characteristics
	Report Use(s)
	Data Source(s)
	i4see Students

	6
	· The report includes county enrollment totals by grade and year

· Enrollments include students in Public District Schools, Public Academies, Joint Maintenance Agreement and Public Charter Schools

· The report includes current year data along with enrollments for five years previous and ten years previous
	· Public information
	· BOY i4see database

· Common Database - County, SAU, District and School

· ESS form A 12A (for prior years' data, before 2007 school year)
	EXCLUDE:
· Students not enrolled as of the state's fall count date

· Home schooled students

INCLUDE:

· Student records where EnrollmentStatus = 1, 2, or 3




Fall Enrollment Reports (Continued)
District Fall Enrollments
	
	Report Characteristics
	Report Use(s)
	Data Source(s)
	i4see Students


BOY i4see database


Common Database - SAU, District and School and school approval levels (grade structure) 




	


Fall Enrollment Reports (Continued)

High School Enrollments
	
	Report Characteristics
	Report Use(s)
	Data Source(s)
	i4see Students

	8
	· Public enrollment in grades 9 through 12 is reported by school in the following enrollment ranges: 
· 0-200, 
· 201-300, 
· 301-500, 
· 501-1,000, and
· Over 1,000
	· Used by athletic association as factor in competitive classification of schools 
	· BOY i4see database

· Common Database - SAU, District and School and school approval levels (grade structure) 
	EXCLUDE:  

· Students not enrolled as of the state's fall count date

· Students not in high school grades, Home schooled students.

INCLUDE:

· Student records where EnrollmentStatus = 1, 2, or 3 




Fall Enrollment Reports (Continued)

High School Enrollments by Town
	
	Report Characteristics
	Report Use(s)
	Data Source(s)
	i4see Students

	9
	· Public school student enrollment in grades 9 through 12 is reported by town

· School enrollments are reported for Manchester and Nashua

· Report includes totals by district and statewide
	· 
	· BOY i4see database

· Common Database - SAU, District, Town, School
	EXCLUDE:  

· Students not enrolled as of the state's fall count date

· Students not in high school grades

· Home schooled students;

· Summer graduates.

INCLUDE:

· Student records where EnrollmentStatus = 1, 2, or 3 




Kindergarten Enrollments
	
	Report Characteristics
	Report Use(s)
	Data Source(s)
	i4see Students



BOY i4see database


Common Database - SAU, District, Town and School


Students not enrolled as of the state's fall count date


Home schooled students.


INCLUDE:


Student records where EnrollmentStatus = 1, 2, or 3 

	· 


Fall Enrollment Reports (Continued)

Preschool Enrollments
	
	Report Characteristics
	Report Use(s)
	Data Source(s)
	i4see Students

	11
	· Preschool enrollment is reported by school with totals by school, district, and state
	· Public information
	· BOY i4see database

· Common Database - SAU, District, Town and School 
	EXCLUDE:

· Students not enrolled as of the state's fall count date

· Students not in Preschool (Grade = 13)

· Home schooled students.

INCLUDE:

· Student records where EnrollmentStatus = 1, 2, or 3




Fall Enrollment Reports (Continued)

Race/Ethnic Enrollments
	
	Report Characteristics
	Report Use(s)
	Data Source(s)
	i4see Students

	12
	· Fall enrollment counts and percentages are reported by race for the public school districts and two public academies. 

· Report includes preschool and post graduate students.
	· Public information
	· BOY i4see database

· Common Database - SAU, District, and School 
	EXCLUDE:

· Students not enrolled as of the state's fall count date

· Home schooled students.

INCLUDE:

· Student records where EnrollmentStatus = 1, 2, or 3


School Administrative Unit Enrollments
	
	Report Characteristics
	Report Use(s)
	Data Source(s)
	i4see Students

	13
	· Enrollments at the elementary, middle/junior high and high school levels are reported by district with SAU totals

· The two public academies, joint maintenance agreement, and public charters are also reported

· Report includes preschool and post graduate students
	 
	· BOY i4see database

· Common Database - SAU, District, and School 
	EXCLUDE:

· Students not enrolled as of the state's fall count date

· Home schooled students

INCLUDE:

· Student records where EnrollmentStatus = 1, 2, or 3 




Fall Enrollment Reports (Continued)

School Enrollments by Grade and School
	
	Report Characteristics
	Report Use(s)
	Data Source(s)
	i4see Students



BOY i4see database


Common Database - SAU, District, and School 


INCLUDE:

	· Student records where EnrollmentStatus = 1, 2, or 3




State Totals – Fall Enrollments by Grade
	
	Report Characteristics
	Report Use(s)
	Data Source(s)
	i4see Students

	15
	· October 1st enrollments by grade are reported for each of the following school types: 

· Public elementary, middle, junior high and high schools; 

· Total public schools, 

· Public academies and joint maintenance agreement, 

· Public charter, 

· Total public; 

· Total non-public, and 

· All schools

· Report includes preschool and post graduate students
	 
	· BOY i4see database

· Common Database - SAU, District, Town, School, school approval levels (grade structures) 

· ESS - Form A 12C for Private Schools 
	EXCLUDE:  

· Students not enrolled as of the state's fall count date

· Home schooled students.

INCLUDE:

· Student records where EnrollmentStatus = 1, 2, or 3 




Fall Enrollment Reports (Continued)

State Totals – Ten Years Public and Private Fall Enrollments
	
	Report Characteristics
	Report Use(s)
	Data Source(s)
	i4see Students

	16
	· Public school enrollment is reported for each of the past ten years, by grade

· Total enrollment, not by grade, is reported for:

· Public schools, 

· Public academies and joint maintenance agreement, 

· Public charter, and 

· Nonpublic schools

· Report includes preschool and post graduate students
	 
	· BOY i4see database
· Common Database (Education Directory - for SAU, District and School) 
· ESS - Form A 12C for Private Schools 
· ESS form A 12A (for prior years' data, before 2007 school year)
	EXCLUDE:  

· Students not enrolled as of the state's fall count date

· Home schooled students

INCLUDE:

· Student records where EnrollmentStatus = 1, 2, or 3 




Free/Reduced Lunch
Free/Reduced School Lunch Eligibility Rates by School
	
	Report Characteristics
	Report Use(s)
	Data Source(s)
	i4see Students



Erate, 



BOY i4see database


Free and Reduced (F&R) Meal Eligibility i4see database


* Enrollment is totaled from BOY data (fall enrollment)

  Free/Reduced Eligibility is totaled from Free and Reduced Meal Eligibility data - reflecting October 31 eligibility



Student records where EnrollmentStatus = 1, 2, or 3 

	


Free/Reduced Lunch (Continued)

Free/Reduced School Lunch Eligibility Rate by District
	
	Report Characteristics
	Report Use(s)
	Data Source(s)
	i4see Students


Erate, 


NCLB for socio-economic status, 




i4see database


NOTE:  Enrollment is totaled from BOY data (fall enrollment)


Free/Reduced Eligibility is totaled from Free and Reduced Meal Eligibility data - reflecting October 31 eligibility


Students in not in grades 01-12



Student records where EnrollmentStatus = 1, 2, or 3 

	Free/Reduced Eligible

INCLUDE:

· Student records where FandRIndicator = 1 or 2




Free/Reduced Lunch (Continued)

Limited English Proficiency
Limited English Proficiency Enrollment
	
	Report Characteristics
	Report Use(s)
	Data Source(s)
	i4see Students


Limited English Proficiency Enrollment


Total


BOY i4see database


Common Database  - District


* Limited English proficient students served is totaled from ESOL database


INCLUDE:


Student records where EnrollmentStatus = 1, 2, or 3 


Limited English Proficient Eligible

	 INCLUDE:

· Student records where LEPIndicator = 1, 2, or 3
· 1 = Currently receiving LEP services,

· 2 = Former LEP student in monitoring – Year 1

· 3 = Former LEP student in Monitoring – Year 2


DROPOUTS AND COMPLETERS

Annual Dropout Rate for Grades 9-12

	
	Report Characteristics
	Report Use(s)
	Data Source(s)
	i4see Students

	20
	· Dropout numbers and rates are calculated for districts operating high schools and for the two public academies

· For school years 2006 through 2008, New Hampshire is using a COMPOSITE cumulative dropout rate, using an interim formula
· Then, beginning with reporting for the 2008-09 school year, New Hampshire will use a four year cohort to calculate a cumulative dropout rate. For example, New Hampshire will track and report statistics on the entering freshman cohort of 2005-06 to determine the 2008-09 cumulative dropout rate
	· NCLB
· Public information
	· BOY i4see databases - students entering, students exiting, summer graduates
· EOY i4see databases - students entering, students exiting
· SY 2008-09 Dropout Rate, requires i4see databases for cohort entering 9th grade in 2005-06, 2006-07, 2007-08, and 2008-09 
	EXCLUDE:

· Home schooled students

INCLUDE:

· Dropout Rate for school year 2005-06, 2006-07, and 2007-08 




Chapter 7 – Data Requests and Ad Hoc Reports
The basis of i4see is to help schools and districts improve the education they provide. Therefore, it is critical that i4see data is available for schools, districts, researchers, policy makers, the public, and other stakeholders. This data is made available for users in several ways:
· i4see Workbench
The i4see workbench is a secure web application that allows schools and districts to submit i4see data. Included in the workbench are a series of district and state reports that summarize the data that is submitted by the school / district. For example at the end of year, a district report summarizes the number of students retained and promoted by grade for each school. There are many of this type of report.

· DOE Website Static Reports
As described in the previous section, static reports that summarize this data are posted on the Department’s website.

· i4see Dashboard
The i4see Dashboard is a secure web application that enables District and School users to access custom reports that are created by the Department for specific purposes. For example a dashboard was created to enable schools and districts to review student demographics for the NECAP assessments.

· i4see Follow The Child Assistance Center
The Department has contracted with Performance Pathways to offer their Performance Tracker software to enable schools to create dynamic reports to analyze the state assessment results for their schools/districts. Access is secure but enables schools to analyze data even if their student has moved to a new school. This enables schools to learn by viewing the progress of their students even if the student took his/her assessment at another school. This tool is also available to other users (e.g. public) but only to view aggregate results and not student level data.
· i4see Data Request Form
The Department has created a request form that can be submitted by folks within or outside the Department to request information. Once the request is submitted, the Department will evaluate its ability to fulfill the request. No data will be released if a student can be identified with the data.

This data request form can be found in Appendix B.

Appendix A – Confidentiality Documents

STUDENT DATA ASSURANCE STATEMENT
Individual student information contained in the New Hampshire Department of Education’s Random Number Generator, the i4see database, the Student Level Education Database (SLED), and other student level databases is collected for the purpose of generating unique student identification numbers, producing reports, and providing data for decision making within New Hampshire. The data are protected by state and federal laws and must be maintained in a confidential manner at all times.

As an employee of a school administrative unit, school district, charter school, or the New Hampshire Department of Education, who has access to records in the i4see database, the SLED or other student level databases, including New Hampshire Special Education Information System (NHSEIS) (special needs students), Career and Technical Education (CTE), Migrant Education, Vocational Rehabilitation, Adult Basic Education, Workforce Investment Act (WIA), and English for Speakers of Other Languages (ESOL), you are required to maintain this information in a confidential manner. The unauthorized access to, modification, deletion, use, or disclosure of information from these databases may compromise the integrity of the data systems, violate individual student rights of privacy, and/or constitute a criminal act and subject the employer to a loss of federal funds. 

Unauthorized viewing, reproduction/copying, and/or distribution of any student record or information outside the intended and approved use of the covered systems are strictly prohibited. Users violating the authorized use of any student level database will lose access privileges. Illegal access or misuse of this information may also be punishable by fine and/or imprisonment.  

I have received and read the New Hampshire Department of Education Student Data Access and Management Policy. 

I acknowledge and agree to the above requirements. 
District/Agency/Organization Name:  ______________________________________________      
District/Agency/Organization Employee Signature: _________________________
Date: _______

District/Agency/Organization Employee Phone Number: _________________________  _______   
Superintendent/Agency Head Signature: _______________________________
Date: _______

Date:    ________________________   
Password will be given via a telephone call. 
Department’s Use:
Password Assigned

    Lyonel B. Tracy




  Mary S. Heath

Commissioner of Education



Deputy Commissioner

    Tel. 603-271-3144




   Tel. 603-271-7301
[image: image1.png]



STATE OF NEW HAMPSHIRE

DEPARTMENT OF EDUCATION

101 Pleasant Street

Concord, N.H. 03301

FAX 603-271-1953

Citizens Services Line 1-800-339-9900

August xx, 20xx

  

 

TO:       
Dr. Judith Fillion


Division of Program Support

 

FROM:

Lyonel B. Tracy
Commissioner of Education

SUBJECT:       
Maintaining i4see Student Data including State Assessment Data

 

RSA xx.xx initiated the development of unique pupil identifiers and a system to collect student level data. The Department of Education launched the Initiative for School Empowerment and Excellence (i4see) to guide the implementation of this legislation. As required by the RSA the Department ensures the privacy and appropriate access to the student data. A description of the privacy and confidentiality policies and procedures can be found in the i4see Policies and Procedures Manual. As part of the policies, access to student level data is limited to Schools and authorized DOE employees. Additionally, the connection between name and state assigned student identifier (SASID) is not maintained by the DOE. A ‘key’ that links names and SASIDs however, is maintained by the state assessment testing vendor. This key is required to be able to ensure the quality of data and provide meaningful information to the school districts (for example, allowing the testing vendor to print labels with SASID and Name for the state assessment test or working with School districts as they verify and correct student level data).


Per the legislation only authorized users can have access to the student level data including name information and only for the purpose of database maintenance. As the i4see Policies specify, “the Commissioner of Education will issue a memo no less than once per year to identify authorized users.”  This memo fulfils that requirement.

For the fiscal year July 1, 20xx to June 30, 20xx, the following users are authorized to maintain the student data as described below.

	Person name 1
Person name 2

	· Access to student level data to work with school districts and schools to ensure data quality

· Work with Measured Progress to ensure maintenance of the necessary ‘key' 

	Person name 3

Person name …


	· Access to student level data to work with school districts and schools to ensure data quality


Appendix B – Information Request Form

For internal NH DOE users: document can be found at: http://www.ed.state.nh.us/intranet/Data%20Request%20Form.doc


[image: image2.png]O Bureau of Data Management

Department

of Email completed forms to i4seeHelp@ed.state.nh.us
B Call Kathleen Schoeneman with questions 271-2778

Initiative for School Empowerment and Excellence (i4see) Information Request Form

Address (if not DOE) ZIP Code

Phone: ( ) E-Mail:

Supervisor’s approval: (Supetvisor's initials if your supervisor has approved this request)

Additionally, Data Owners should initial if program specific data is being released:
Assessment ESOL ___ F3R___ SpecEd___ Title1___ Other ___

Please provide as much information as you can (data to include/exclude, totals, etc.) Use as many lines as you need.
Refer to the i4see Data Dictionary for a list of available data elements: i4see Data Dictionary

Detailed Description:

Output Type: ___HTML __ Excel ___ Other (describe),

Date Required:

Intended Use of Data:

Intended Stakeholders:

Additional individuals

who can assist the i4see Name of attachment
group with this data with data layout and
request: definition:

Bureau of Data Management Assignment/Status

Assigned To: Additional Staff:

Scheduled Actual
Completion Date: Completion Date:

Activities:

Questions:

Bureau of Data Management  i4see Information Request Form version 1.3





FORMULA:


Sum of HalfDaysInAttendance 


Sum of HalfDaysAttended + HalfDaysAbsent





FORMULA:


Sum of HalfDaysInAttendance 


Sum of HalfDaysAttended + HalfDaysAbsent





FORMULA:


HalfDaysInAttendance + HalfDaysAbsent


Number of half days that the school is in session





FORMULA:


Count of students under the district that is financially responsible (DistrictResponsible)





FORMULA:


District Total Fall Enrollment by Grade


District Number of Classes by Grade





FORMULA:


School Total Fall Enrollment by Grade


School Number of Classes by Grade





FORMULA:


Count of student records by Grade, within County as of Oct 1





FORMULA:


Count of student records by school approval level, within District as of Oct 1





FORMULA:


Count of student records by School





FORMULA:


Count of student records by TownResponsible





FORMULA:


Count of student records by School





FORMULA:


Count of student records by School





FORMULA:


Count of student records by School and by District





FORMULA:


Count of student records by SAU and by District





FORMULA:


Count of student records by Grade, by School





FORMULA:


Count of student records by Grade, Grade Level, and school category 


(For Private Schools, include summary counts from Form A 12C)





FORMULA:


Count of student records by Grade, Grade Level, and school category 


(For Private Schools, include summary counts from Form A 12C)�(For school years prior to 2007, include summary counts from Form A 12A) from Form A 12C)





ENROLLMENT FORMULA:


Count of Free and Reduced student records by School





FREE/REDUCED ELIGIBLE FORMULA:


Count of Free and Reduced Student Records by School





FREE/REDUCED PERCENT PARTICIPATION FORMULA:


Free/Reduced Eligible Count


Fall Enrollment Total





ENROLLMENT FORMULA:


Count of student records by District





FREE/REDUCED ELIGIBLE FORMULA:


Count of Free and Reduced Student Records by District





FREE/REDUCED PERCENT PARTICIPATION FORMULA:


Free/Reduced Eligible Count


Fall Enrollment Total





ENROLLMENT FORMULA:


Count of student records by District





LEP ELIGIBLE FORMULA:


Count of LEP Student Records by District





LEP PERCENT PARTICIPATION FORMULA:


LEP Eligible Count


Fall Enrollment Total





Dropout Rate for SY 2008-09 and forward FORMULA:


Count of students with an original graduation year 200x with a W8 or a W20 code as the last active entry for their SASID


Count of students in cohort with an original graduation year 20XX LESS Count of students with valid withdrawals from cohort))





FORMULA:


Count of students with a W8 or a W20 code entered in school year 200x-200y


((Count of high school students at beginning of school year 20XX) LESS (count of students with valid withdrawal codes during school years 200x-200y))




















*Codes are the option list of accepted alternatives for the data element. For example, for the data element “Gender,” the option list includes the codes “F” for “Female” and “M” for “Male.”
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