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CWUP 2‐70‐060 Organizational Effectiveness Data Policy 

 

(1) Policy - Faculty, students, and staff often request access to institutional data in support of the 
University’s teaching, research, and outreach missions. Institutional data is a valuable asset of the 
University and must be maintained and protected.  Institutional data is defined as all data created, 
collected, maintained, recorded or managed by the university, its staff, and agents working on its 
behalf.  It includes data used for planning, managing, operating, controlling, or auditing university 
functions; especially data used by multiple university units; and data used for university reporting.   
For the purpose of this policy, institutional data includes data warehouse transformed data, 
metadata, and survey data that contains personally identifiable information, or proprietary university 
information. 
 

The purpose of this policy is to help ensure the security of CWU’s institutional data warehouse 
transformed data and metadata from accidental or intentional unauthorized access, damage, 
alteration, or disclosure while preserving the ability of authorized users to access and use 
institutional data for appropriate University purposes. 

 
University community members act in one or more specific roles when collecting, maintaining, 
accessing or using institutional data and must understand and fulfill the responsibilities associated 
with their data governance role.  These roles are: 

 
 Data Owner – a senior university executive with management and policy responsibility for areas 
of institutional data, i.e. The Executive Director of Organizational Effectiveness is the data owner of 
all data warehouse data. 
 Data Steward – a university official with direct operational responsibility for one or more types of 
institutional data, i.e. the Analytics and Research OE staff. 
 Data Custodian – a university unit or employee responsible for the operation and management of 
systems and servers that extract, transform, load, manage, and provide access to data warehouse 
data, i.e. the data warehouse OE The CIS staff. 
 Data User – a university unit or community member using instructional data in the conduct of 
university business  - (CWUP 2-70-010) 

 

(2) Scope - Data owned by Organizational Effectiveness are governed by CWUP 2-70-020, the 
Family Education Rights and Privacy Act (FERPA), the terms of informed consent given by research 
participants, and the standards of ethical research practice.  For this reason, the office will carefully 
review all requests and delimit any release of institutional data to unauthorized requestors.  
 

In determining what can be provided, all requestors should be mindful of institutional priorities and 
deadlines.  Organizational Effectiveness (OE) must balance the time and effort required to prepare 
special requests against the usefulness of the data in support of the University’s mission.  Listed 
below are highest priorities within OE responsibilities: 

 
(A) Federal, state, and accrediting agency reporting, where compliance is mandatory. 
 
(B) Requests by members of the Board of Trustees, Deans, senior administrators, faculty 
representatives of standing committees, or to support institutional planning and exploratory analysis. 
 
(C) Requests by departments program reviews. Requests for data when writing grants or grant 
evaluation work will be charged a 10% overhead rate. 
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(D) Regular reporting to Central Washington University’s partners (such as COACHE and CSRDE) 
and a limited set of nationally- and internationally- recognized college guidebooks and websites.  

 

(3) Policy Statements 
 Institutional data must be solely used for the legitimate business of the University. 
 Access to institutional data and OE services by University employees who require such 
information as part of their job function is vital to the conduct of University business. 
 Certain institutional data, by law, are confidential and may not be released.  Other institutional 
data, by University policy, are confidential and likewise may not be released. 
 The integrity of institutional data must be assured.  All institutional data must be protected from 
unauthorized modification, destruction or disclosure, whether accidental or intentional. 
 To protect privacy, unless there is a clearly demonstrated educational need to have personally 
identifying information, OE will present information only in summary form; or if it is in unit record 
form, it will be provided with all personal identifiers stripped from the records.  

 
(A) Data Requests*  

 
All data requests must be submitted through the OE online data request form, which can be found at 
http://www.cwu.edu/oe/data-request-form. The Director and Associate Directors for Analytics and 
Research will work with data requestors to focus in on what is needed to complete the data request 
and clarify any definitional issues, however all data requests to OE should include the purpose of the 
project and how the data will be used.  Formulating a sound question to be answered and providing 
as many details as possible about the project and the needed data will help OE work much more 
effectively, thus benefitting the requestor. 

Requests for data to support research by individual members of the university community are 
handled on a case-by-case, and a time-available basis. Proof of Human Subject’s Research 
Committee (HSRC) approval must be included in all requests.   If the requested data are readily 
available and the confidentiality requirements are met, OE will assist the requestor in collecting data 
needed for the purpose of a study. For a detailed description of the data classifications, see CWUP 
2-70-020.   Staff of OE is directed not to write special queries or conduct a special collection process 
for student or faculty research.  Data collection is a skill set necessary for research and is part of 
every individual researcher’s responsibility, OE will not assemble unique sets of data for researchers 
as it is not within the scope of OE’ staff responsibilities.  Any request may be denied depending on 
the confidentiality level. 

For consistency, efficiency, and effectiveness purposes it is very helpful if the recipient of the data 
can provide OE with the findings and analysis created from the requested data.  This allows OE to 
follow-up on whether or not the data were used properly and for its intended purpose, and may give 
insights for future requests.  
 
Please note that Central cannot use confidential survey responses to target individuals for action or 
intervention.  Unless the data is publicly available, the results of studies using Central’s institutional 
data should not be made public, or published, without the approval of HSRC, in consultation with 
OE. 
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* Please refer to “Other Resources/Self Service” section of this document for the list of resources 
and available data. 
 
(4) Policy Maintenance - The Executive Director of Organizational Effectiveness will review and 
recommend changes to this policy statement at least annually or more frequently as needed to 
respond to changes within the institution and the regulatory environment. 

 

(5) Additional Information ‐ Breaches, losses, or unauthorized exposures of restricted data must be 
immediately reported to the Chief Information Security Officer and handled in accordance with 
CWUP 2-70-030. University employees must also report actual or suspected criminal activity 
associated with any such incident to the University police department. 

Data Owners, Data Stewards, Data Custodians or specific university units may have additional 
policies for institutional data within their areas of operational or administrative control.  Consult your 
supervisor, unit management, or the appropriate data trustee, data steward, or data custodian for 
further information. 

University community members working with or using institutional data in any manner must comply 
with all federal, Washington, and other applicable laws; all applicable university policies, procedures, 
and standards; and all applicable contracts and licenses.  Examples include the federal Family 
Education Rights and Privacy Act (FERPA) and Health Insurance Portability and Accountability Act 
(HIPAA), Washington Public Records Laws, the Washington Administrative Code (WAC), the 
Revised Code of Washington (RCW), contractual responsibilities such as the Payment Card Industry 
standards, the university’s Acceptable and Ethical Use of University Information Technology 
Resources Policy. (CWUP 2-70-010) 

University employees and their supervisors are responsible for ascertaining, understanding, and 
complying with all laws, rules, policies, standards, contracts and licenses applicable to their own and 
their subordinates’ specific uses of institutional data.  (CWUP 2-70-020) 

Other Resources/Self Service: 

 OE has core institutional data and survey results available:  
 On the CWU OE website at http://www.cwu.edu/oe. This includes the Common Data Set, a 
collection of commonly requested key indicators about Central that is published each academic year 
since 2001.  
 Accessible to all CWU (non-student) employees through http://my.cwu.edu, The CIS Dashboards 
are available with historical and current data available on demand.  Please check this resource first 
before submitting a data request.   
 OE has the knowledge and the expertise to consult on survey design, questions, or methodology 
depending on current workload. 
 If you have questions about the type of data OE can provide, and in what format it can be shared, 
please ask one of the OE staff. 

 
 
 

Responsibility:  Operations Division; Authority:  Cabinet/UPAC; Reviewed/Endorsed by:  Cabinet/UPAC; Review/Effective 
Date:  xx/xx/20xx; Approved by:  James L. Gaudino, President 
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