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Education Data Advisory Committee (EDAC) Frequently Asked Questions and Submission Guidelines

Revised 1/24/2011
Frequently Asked Questions

1. What is EDAC?

The Education Data Advisory Committee (EDAC) was implemented by the Colorado Department of Education (CDE) as required by Colorado State Law (22-2-304 C.R.S.) to review data demands placed on Colorado public education and: 

· determine and recommend the most efficient ways of collecting data,
· determine if recommendations for “new” data collections are redundant and propose alternatives,

· review proposed CDE data collection procedures and recommend improvements.

The committee consists of at least eleven members, with at least five volunteers from school districts and two volunteers from boards of cooperative services and a volunteer from a charter school, the volunteers are appointed by the State Board of Education.  School district/BOCES members are representative in terms of geography, enrollment and subject expertise.
2. Why was this committee created?

During the past several years there has been an increase in the use of data and, therefore, an increase in requests for data.  This initially was fueled by the Colorado School Accountability Reports and the federal No Child Left Behind Act and continues currently due to accreditation, SchoolView and the federal Education Data Exchange Network (EDEN) reporting system.  Demands from this increased quest for data may place unnecessary and burdensome demands on schools, districts/BOCES, and CDE.  Furthermore, the State Auditors recommended a committee such as this in their June 2001 performance audit.
3. When does EDAC meet?

EDAC will meet at least four times per year.  The committee may choose to convene more frequently to meet the demands placed on it.  Meetings are generally scheduled from 9:30 a.m. to 4:00 p.m.  The fall 2010 and spring 2011 EDAC meeting dates are:

· Friday, September 10, 2010  
·  Friday, October 8, 2010


· Friday, November 5, 2010  
· Friday, December 3, 2010  
· Friday, January 14, 2011  
· Friday, February 4, 2011  
· Friday, March 4, 2011 

· Friday, March 18, 2011 
· Friday, May 6, 2011 
4. What items need to be submitted?

Any data collections, surveys, and grant applications sent to schools, districts and/or BOCES, whether sent to all or just a few schools, districts, and/or BOCES, must go through EDAC before dissemination.  This includes one-time, repeated (such as annual), and on-going collections. 
5. When do I submit items to the EDAC?

Items for the EDAC should be submitted to the Data Services Unit at least one week before the meeting.  This will allow time for reviewing the submission, setting the agenda, and mailing materials to the committee. Once committee members receive the materials, responses are sought from responsible colleagues to obtain pertinent feedback.  EDAC bylaws state that for any EDAC materials not received at least seven(7)days prior to the meeting, EDAC has the discretion not to review them.
6. How do I submit items to the EDAC?

Contact Dennis St. Hilaire (303)866-6840 in the Data Services Unit.  The EDAC Review Form and EDAC Submission Guidelines are available online at http://www.cde.state.co.us/cdereval/edacinfo.htm.  Fill out the Review Form if this collection is going before EDAC for the first time or if the collection needs a full review.  If the collection has only minor changes and has been before EDAC in the past year and Update Review Form is acceptable.   Return the form along with your data collection materials to Dennis St. Hilaire. (Room 508 st.hilaire_d@cde.state.co.us )  It is helpful to have one paper copy and one electronic copy of each.
7. How often are forms reviewed? 

Each collection is reviewed once a year.  If a collection is brand new to EDAC a full review is required.  In subsequent years an update approval may be acceptable if there are little to no changes from the previous year.  Update approvals may be allowed up to 3 years then a full review is required.  If a number of changes to a collection has been made a full review is necessary. 
8. What can I expect at an EDAC meeting?

Each person is given a 20-45-minute timeslot depending on the number of reviews scheduled.  Members of the committee will ask you questions about your data collection.  The committee’s goal is to standardize data collection procedures and reduce the amount of duplicate information being asked by CDE and other state agency staff through data collections.  It is not the intent of EDAC to tell you how to do your job; it is the intent to assist you by making data collection as uniform and user-friendly as possible.  The committee has a few options concerning your request.  

The committee can:
· Approve the data collection with changes noted,

· Approve as submitted,

· Hold for information noted, or

· Not approve for reasons noted.

9. What happens after the EDAC meeting?

If your data collection has been approved as submitted or approved with changes, you will need to e-mail your final version to Dennis St. Hilaire, st.hilaire_d@cde.state.co.us , once Dennis receives the final version an appropriate EDAC approval stamp will be mailed out.  If your collection is on hold, you may need to meet with the committee again at a future date to rectify any issues from the committee.
10. Where will the Form Number and EDAC Approval Stamp be placed on approved documents?

One goal of the EDAC is to help lessen the burden of data collection for district/BOCES staff by having some consistency throughout data collection documents/forms.  You will need a space for the EDAC stamp in the footer of documents.  This way district/BOCES staff will know where to look for the form number and EDAC approval stamp on every data collection document.  (For more information see Stamp Placement below the Checklist)
	Checklist

(Please review this checklist before submitting data collections to EDAC.)

	
	Yes
	No

	1. Cover Page: include the actual cover page to be sent with the data collection request to the schools and BOCES.

· Complete contact information of the unit requesting the data collection.

      Contact name, address, phone, fax, email, web site and email list server address (if applicable).

· Logos of CDE and other relevant funding sources or associated organizations.

· Official program titles.
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


	2. Data Collection Form Considerations:  The following are intended to ease the burden on you and the person/organization completing the form:
· Whenever possible, provide the districts/BOCES with previous data that can be amended instead of requiring districts to re-submit information already known by CDE.  For example, print reports from CDE data for each potential respondent.  If that is not feasible, then minimize the data entry required.  For example, do not require respondents to complete a district mailing address when the formal district name will suffice.

· Make use of Notice of Assurance statements whenever information that is to be kept at the district level, but is not required at the state level, must be in place.  For example, require a Notice of Assurance that committees to contain representation from parents, teachers etc. are in place, but do not collect names and addresses of the members of the committee as this compromises privacy.

· Normalize (list expected options) data entry fields so that you minimize narrative portions.  Narratives will only give anecdotal evidence and significantly adds to the workload for response.  They also add to the belief that no one at CDE really looks at this information.  Determine what you want to find out and provide choices that describe the information you are seeking as often as possible.

· Use Frequently Asked Questions (FAQ) in the front of collection documents.  The top ten most asked questions about this collection will be very useful.  More than 10 questions reach an overload.  Highlight changes or include new introduction in the FAQ.

· Follow the data submission standards maintained by the IMS department for formats of data.  

*Items commonly critiqued by EDAC

· Use day/date on documents.  ie. Tuesday, January 1, 2013
· Do not include a board page.

· Double check spelling and grammar.

· Complete fiscal impact and justification sections on review form.

· Update and check forms prior to EDAC meeting.

· Highlight changes in an EDAC summary sheet or use bold font.

· If grant application, include evaluation expectations. 

· Include a rubric for judging quality.
	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

	 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

  FORMCHECKBOX 

 FORMCHECKBOX 


	3. Prior to EDAC Meeting

· Complete EDAC Review Form at least one week prior to the EDAC meeting.  Make sure that the form is filled out completely and a due date is placed on the front of the collection documents.

· Review submission with Dennis St. Hilaire for grammar, spelling, consistency, order of items and dates.
	 FORMCHECKBOX 

 FORMCHECKBOX 

	 FORMCHECKBOX 

 FORMCHECKBOX 


	4. EDAC Meeting

· When submitting items to EDAC, include the report you are trying to complete as a result of this data collection for review by the EDAC.  That is, if you are completing a Federal Reporting Form or Requirement, include the form or report with your data collection request to EDAC.  Materials such as Progress Reports and Follow-up Documentation are helpful for the committee to understand why the data is being collected and how the results of the collections are being used.  Please include one copy of these materials with your data collection requests to EDAC.  ?? Rarely receive??
· A unit representative (content person) for each data collection being reviewed at EDAC meetings must be present.  If a unit rep is not available, the EDAC will table the request until the next meeting. Questions about the request may be discussed with the unit representative before the next scheduled meeting.

	 FORMCHECKBOX 

 FORMCHECKBOX 


	 FORMCHECKBOX 

 FORMCHECKBOX 



	5. After EDAC Approval of Data Collection
· E-mail data collection file to st.hilaire_d@cde.state.co.us to have EDAC approval stamp placed on document.  The EDAC approval stamp will be centered in the footer of the document.

· Place form number in footer of document after the EDAC form number has been assigned to data collection.
	 FORMCHECKBOX 

 FORMCHECKBOX 

	 FORMCHECKBOX 

 FORMCHECKBOX 



EDAC Stamp Placement

When an EDAC stamp arrives please add the stamp to the documentation as soon as possible.  It is important that the EDAC stamp is visible on all Colorado Department of Education (CDE) data collection documents so that local educational agencies know that the data requested has been reviewed and approved by their peers. 

Q.  Where should the EDAC stamp be placed on the documentation?

A.  The EDAC stamp should be placed on the documentation so that everyone knows that it is current and approved.  If you have a form that needs to be submitted to CDE, please have the stamp on that form.  This way everyone will know that the current form is being used for data submission.  If the document format allows, the EDAC stamp can be shown in the document footer.

Q.  What if the forms are web based or automated?

A.  If the forms are web based or automated it should have the stamp placed somewhere visible on the website or automated form.
Instructions on placing Stamp in Footer
To allow room for your assigned EDAC stamp, set your footer to .25” and your bottom margin to 1”.

1. Open “Page Setup” under the “File” menu
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2.  Set your Bottom margin to 1

3.  Click the “Layout” tab in the “Page Setup” window
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4. Set your Footer to .25 from the edge

Stamp Size is .75” in Height
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