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	Wisconsin Department of Public Instruction

DATA ACCESS REQUEST
PI-1274 (Rev. 01-11)
	INSTRUCTIONS: Complete and submit  to:

WISCONSIN DEPARTMENT OF PUBLIC INSTRUCTION

ATTN: DATA SECURITY MANAGER
P.O. BOX 7841
MADISON, WI 53707-7841

	
	

	
	GENERAL INFORMATION
	

	Name of Staff/Contractor

     
	Work Address  If other than DPI Administrative Offices
     

	Data to be Accessed

     

	Type of Access Requested

 FORMCHECKBOX 

Continuing Access—allows staff having a legitimate educational interest or job function that implies need to access specific department data.

 FORMCHECKBOX 

Limited Term Access—allows limited term access to specific department data for the performance of a specific task.

	
	DATA ACCESS REQUEST APPROVAL
	

	 FORMCHECKBOX 

Approved

 FORMCHECKBOX 

Approved as amended

 FORMCHECKBOX 

Disapproved*
	Division Administrator Signature

(
	Date Signed Mo./Day/Yr.

	 FORMCHECKBOX 

Approved

 FORMCHECKBOX 

Approved as amended

 FORMCHECKBOX 

Disapproved*
	Data Security Manager Signature

(
	Date Signed Mo./Day/Yr.

	*Reason(s) for Disapproval

     

	
	DATA CONFIDENTIALITY AGREEMENT
	

	To protect the privacy of students, users are required to read the following statements and sign and date this form.
I CERTIFY THAT:

 FORMCHECKBOX 

I will respect and safeguard the privacy of students and the confidentiality of student data.

 FORMCHECKBOX 

I will comply with state and federal privacy laws and all department regulations, policies, and procedures established to maintain the confidentiality of student data.

 FORMCHECKBOX 

I will not disclose or transmit confidential student data to persons not specifically authorized to access to these data by the Assistant State Superintendent in whose division the data reside and the Data Security Manager.

 FORMCHECKBOX 

I will use the confidential student data for legitimate educational purposes only as necessary to perform my DPI-assigned tasks.
 FORMCHECKBOX 

I will not share my access passwords and access rights to files with anyone.

 FORMCHECKBOX 

I have completed the training on Student Data Confidentiality.

	
	SIGNATURE
	

	Staff/Contractor Accessing Data
(
	Date Signed Mo./Day/Yr.


Note: If a contractor working for the DPI is to have access to student data, the contractor’s supervisor/project leader who is employed by the department should arrange for the permission of the Assistant State Superintendent and the Data Security Manager. The contractor(s) must follow additional procedures noted in the guidelines.
