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COOPERATIVE USER - CIITS ACCESS REQUEST FORM
	Cooperative User Full Name
	[bookmark: _GoBack]     

	User Email Address
	     

	Cooperative Director
	     

	Director Email Address
	     



	Place an ‘X’ in the box next to CIITS role(s) requested.

	|_|
	Analyst
· View school and district data dashboard
· Use report builder (aggregate level only)
· Access instructional materials and training materials
Note: No access to teacher or classroom data.
	Level:


	[bookmark: Check1]|_|
	PD Administrator
· Create and edit activities and/or resources
· View the professional development profiles of employees at an institution.
· Take attendance for a session of an activity.
· Award activity credits for a successfully completed section.
· Review proposals for professional development activities.
· Award activity credits requested by an individual (regardless of whether they completed a section).
· Recommend activities and resources to individuals
· Run reports on an institution’s professional development including activity credit reports, mentor reports, and user information
· Delete an activity of section for which attendance/credits have been submitted
Note: PD Facilitator, PD Create PD, and PD Activity Reviewer permissions are included in PD Administrator role.

	[bookmark: Dropdown1]Level:


	
	|_| PD Facilitator
· Take PD session attendance
· Run PD reports
· Award PD session activity
	

	
	|_| PD Create PD
· Create/edit PD activity and resources
	

	
	|_| PD Activity Reviewer
· Review activity proposals
· Create/edit PD activities and resources
	



Data Confidentiality Agreement
By signing this document I agree to the following:
· I will not permit access to confidential information to persons not authorized by KDE.
· I will maintain the confidentiality of the data/application and will not share my user id and password privilege with anyone.
· I will not reveal any individually identifiable information furnished, acquired, retrieved of assembled by me or others for any purpose other than statistical  purposes specified in the KDE survey, project, or proposed research.
· I will not permit access to confidential free and reduced price lunch information to persons not authorized by the KDE. 
· I will not reveal any individually identifiable information furnished, acquired, retrieved or assembled by me or others for any purpose other than statistical purposes specified in the KDE survey, project, or proposed research.
· I will report any known instances of missing data, data that has been inappropriately shared, or data taken off site to the Division of Human Resources and the Division of Child Nutrition Programs.
I understand that procedures must be in place for monitoring and protecting confidential information:
· I understand that any unauthorized disclosure of confidential information is illegal as provided in the Family Educational Rights and Privacy Act of 1974 (FERPA) and in the implementing of federal regulations found in 34 CFR, Part 99.  The penalty for unlawful disclosure is a fine of not more than $250,000 (under 18 U.S.C. 3771) or imprisonment for not more than five years (under 18 U.S.C. 3559), or both.
· I understand that any personal characteristics that could make the student’s or his/her family’s identity traceable, including membership in a group such as ethnicity or program area, are protected.
· I understand that any data sets or output reports that I may generate using confidential data are to be protected.  I will not distribute to any unauthorized person any data sets or reports that I have access to or may generate using confidential data.  
· I understand that I am responsible for any computer transactions performed as a result of access authorized by use of signon/password(s). 
· I understand and acknowledge that children’s free and reduced price meal and free milk eligibility information obtained under provisions of the Richard B. Russell National School Lunch Act (42 U.S.C. 1751 et seq)(NSLA) or Child Nutrition Act of 1966 (42 U.S.C. 1771 et seq.)(CNA) and the regulations implementing these Acts is confidential information.
· I understand that any unauthorized disclosure of confidential free and reduced price lunch information is illegal as provided in the NSLA and CNA and in the implementing of federal regulation 7 C.F.R 245.6. The penalty for unlawful disclosure is a fine of not more than $1,000.00 (under  7 C.F.R. 245.6) or imprisonment for up to one year (under  7 C.F.R. 245.6), or both.

Cooperative Director Agreement
I understand that I must notify the Kentucky Department of Education when this user no longer needs access to CIITS or when access should be suspended or terminated.

Signatures
	Cooperative User
	
	Date
	

	Cooperative Director
	
	Date
	

	ONGL Representative
	
	Date
	

	Commissioner
Designee Print Name: ______________________
	
	Date
	



Submit signed form to Office of the Commissioner, Teresa Perry: teresa.perry@education.ky.gov 
image1.jpeg
Continuous
Instructional

T Improvement
Technology
System 4





