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Shovels, Rakes and Other Tools for 

Managing Data Requests

The objectives of this presentation are to:

• Share the process created to gather 
and track research/data requests

• Highlight the tool designed to 
support the process

• Stimulate discussion on the use of 
tools to increase research capacity.



Typical research/data question:

“Hey, I need something about the stuff that I do, can 
you give me some stuff I can use?





People

Aware

Informed

Inquiring

Cognizant that data 

and research exist

What data exists and 

what it means

Inquisitive about data 

and improvement



Systems

Accurate

Timely

Maintainable

Do we have enough 

of  the right data?

Can we get the 

information to the 

user when they 

need it?

Can we consistently 

repeat and update?



Processes
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Processes
Processes



Protocols

Example – Assigned researcher steps
1) Pre-assess Data Request

1) Priority, Deadline, Notes review
2) “Smell” test – aligns with district mission
3) Review with requestor/IR director 
4) Estimate time/effort involved
5) Schedule work based on priorities/deadlines

2) Create Data Folders
1) Working folder
2) Final Product folder

3) Upload final product and working documents
1) Set correct permissions for folder
2) Notify requestor with link to final product.



The Shovel and the Rake
The Shovel and the Rake
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Fills out form

Request Approval

Validated 
Request

Work Performed

Requestor receives 
product



Gather
 Requestor submits data request
 Confirmation of request

Approve

 Supervisor notified of request
 Supervisor approves/disapproves
 Supervisor reminded if necessary
 User notified when approved/disapproved

Validate
 Research/Technology office notified
 Research/Technology Managers validate request

Assign
 Research/Technology Managers assign analyst
 Analyst notified
 Requestor notified



Requestor submits a data request



Confirmation to Requestor



Supervisor – Request for Approval



First Reminder



Second Reminder



Supervisor Approval Confirmation



Management Guide to Approving 
Data/Research Requests

 

Benefit to the District  

First, consider how the data request will benefit the District. Will the request help the District assess and 
accomplish its goals and objectives as outlined in the Master Plan, Annual Report on the Strategic Plan, 
and other key reports? Often, a significant amount of time and resources are used to complete requests 
and they should be expended on those that are most beneficial to the District.  



Management Guide to Approving Data/Research Requests

Sense and Sensibility  
When reviewing the request, evaluate if it makes sense, meaning it is reasonable, logical, 
understandable, and practical. Determine if there is a clear relationship between the purpose of the 
request, research questions, and application/use of the data. For example, are the correct data being 
requested? Will the data answer the research questions and fulfill the intended purpose(s)? If the data 
request does not make sense, make sure it does prior to submitting it.  



Management Guide to Approving Data/Research Requests

FERPA & Ethics (Identity Protection) 

Data reports may include sensitive/personally identifying information and references about the District’s 
students, faculty and staff, and the privacy of these individuals must be protected. Any disclosure of the 
personally identifiable information to unauthorized parties violates the Family Education Rights & 
Privacy Act (FERPA). Thus, all users of the data must be informed and aware of FERPA, General Ethical 
Standards (COS AP 3050), and/or Human Subjects procedures (COS AP 3290 & COS BP 3290). If 
requestors and data users are unaware of these guidelines, please direct them to the appropriate 
sources.  



Submission to IR/Technology



Requestor Notification of Approval



Notice that request has been assigned



Research Analyst Assigned



Final Product sent to Requestor, Supervisor is also notified.



Software Used

• SharePoint 2010
– Document Library

– Workflow attached to Document Library

• InfoPath
– Form design

– Form data storage 

• Microsoft Exchange
– Interface between user and system

– Reminders



QUESTIONS……..
Comprehend implications (consequences)

Next steps? What do you do?



Thank 

You!


