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Data Request Form – Guidance Notes
Completion of request form instructions
The following guidance notes have been written to help those making an application for Personal, Personal/Sensitive data owned by either the Skills Funding Agency or the YPLA, to complete a Data Sharing request form.
From this point onwards, the Skills Funding Agency and the YPLA will be collectively referred to as the “Agency”.


High level Rules & Sectional Breakdown
Any field marked with a red asterisk e.g.  *   are mandatory, and must be completed by all applicants.

	Section
	Colour
	When to be Completed

	

	1
	
	
	By all requestors

	

	2
	
	
	By all requestors

	

	3
	
	
	By all requestors

	

	4
	
	
	By anybody requesting ILR based data

	

	5
	
	
	Anybody requesting either or both of the Apprenticeship Vacancy reports

	

	6
	
	
	To be used when requesting data not covered by either section 4 or 5

	

	7
	
	
	By all requestors


If you are requesting Individualised Learner Record (ILR) data, the fields required should be taken from the relevant year’s ILR manual which is available at: 

http://www.theia.org.uk/downloads/ilrdocuments/    



Data requests are normally turned around within 10 working days of an Agency’s Data Sharing Agreement having been received and being confirmed as valid (i.e. containing no outstanding queries or omissions). 
Please note that this may vary at peak times and is also reliant on the volume of data requests already in progress. 
	Section 1 – Requestor Details

	Field 
	Field Name
	Description

	

	1.1 *
	Requestors Name
	Enter your name within this field.

	

	1.2 *
	Position
	Enter your role or position within the organisation you are making the request on behalf of.

	

	1.3 *
	Organisation
	Enter the name of the organisation making the request for the data.

	

	1.4 *
	Organisations Address
	This field is to hold the registered address of the organisation making the request. This will be the address used to send the data to, unless a second address is supplied and clearly marked as the delivery address.
It is Agency policy that data will not be supplied to a home or private address. Data will only be sent to a business address.

	

	1.5  * 
	Contact Number(s)
	This field is to contain either a land line telephone number or a mobile number on which you can be contacted at your organisation. 
If you wish, both can be supplied.

	

	1.6  * 
	Email Address
	Enter your email address here. This should preferably be a company/organisation email address and not a private email address.
This address will be used by the team supplying data for notification purposes.

	

	1.7 *
	Names
	The names (given name and surname) of all individuals who will be working on the requested data should be provided within this field. 


	Section 2 – Legal Basis for the Request

	Field 
	Field Name
	Description

	

	It is mandatory that only one of the following four tick boxes 2.1.1,  2.2.1,  2.3.1, or 2.4.1 are selected for each request. Selection can be made by entering either a cross or a tick within the lighter shaded area.

	

	2.1.1 
	Tick box
	If the requesting organisation is a “Statutory Body” and it requires the data to fulfil a statutory obligation or exercise a power conferred on it by law, Box 2.1.1 must be selected rather than Box 2.2.1. 
Typical examples of Statutory bodies are: DfE, DWP, BIS, Local Authorities, Police etc.

	

	2.1.2
	Free form text box
	Box 2.1.2 is to be used to declare the statute and section within the statute under which your organisation is claiming the data.

Box 2.1.2 is mandatory if box 2.1.1 has been selected.

	

	2.2.1 
	Tick box
	If your requesting organisation is not a “Statutory Body” and it wishes to request the data as a “data controller” i.e. to process the data for your own purposes, then Box 2.2.1 must be selected. 

	

	2.3.1
	Tick box
	If your requesting organisation is processing the data on behalf of the Agency, i.e. it has been contracted to complete a piece of work by the Agency, then you must select box 2.3.1.

	

	2.4.1 
	Tick box
	If your organisation is processing the data on behalf of another organisation that is neither the Skills Funding Agency nor the YPLA, i.e. you have been sub-contracted by another organisation, you must tick this box. 

	

	2.4.2 
	Free form text box
	If box 2.4.1 has been selected, then the details of the sub-contracting organisation are to be supplied within this box. The details to be supplied are: Name, address, Key contact, & contact details e.g. telephone number and email address.
If box 2.4.1 is ticked, then box 2.4.2 is mandatory.

	

	2.5 *
	Data Protection 
	For all requests this box must be completed with the names of the relevant parts of Sections 2 and/or 3 of the 1998 Data Protection act under which the data is being claimed.  
The act can be found at:  http://www.legislation.gov.uk/ukpga/1998/29/contents 

	If You selected box 2.1.1 or 2.2.1 then fields 2.6 through to 2.8 or 2.9 must be completed.

If neither of the above listed boxes were selected then continue on from point 2.10.

	2.6
	Data Protection Registration Number
	If you selected either box 2.1.1 or 2.2.1, then your requesting organisation must be registered with the Information Commissioners Office. Your organisations Data Protection Registration number must be provided within box 2.6, along with the additional information requested by boxes 2.7 & 2.8.
If your organisation is exempt from declaring this information, then the details of the exemption are to be provided within box 2.9.

	

	2.7
	Renewal Data for Data Protection Registration
	Box 2.7 must be completed if either box 2.1.1 or 2.2.1 were selected. You must supply within box 2.7 the date on which your organisations Data Protection Registration  runs out, or comes up for renewal.
The “Agency” will only supply data to an organisation that has at least one month remaining on its Data Protection registration.

If your organisation has less than one month left on its registration, then you will be asked to provide proof that the organisation is/has applied for a renewal of their registration.

	

	2.8
	Registered Purposes
	Box 2.8 must be completed if either box 2.1.1 or 2.2.1 were selected. 

You are to use box 2.8 to supply details of the Registered Purposes listed within your organisations Data Protection registration.
The “Agency” will only supply data to organisations with a list of registered purposes that contain either “Research” and/or “Education”.

	

	2.9
	Reason for exemption from registration
	If your organisation has acquired an exemption from registering with the Information Commissioners Office, then use this box to supply the details of the exemption.                                                                                                                                                                                                       

	If you are planning on passing the data or its results onto other organisations, then the names of the organisation/s must be provided in fields 2.10 onwards.  
You may only pass the data onto further organisations if you have selected either field 2.1.1 or 2.2.1.

If you are not going to pass the data onto any other organisation, then continue completing the form from Section 3 onwards.

If you require further space to complete your list of organisations with whom the data will be passed onto, then please use copies of the additional page provided within Appendix B of the Agency’s Data Sharing Agreement entitled “section 2 other parties expansion form”.

	2.10.1
	Other Organisation 1
	The name of the first additional organisation to which you will be passing the data received from the Agency onto must be supplied within this field.

	

	2.10.2
	Address
	The address of the first additional organisation to which you will be passing the data received from the Agency onto must be supplied within this field.

	

	2.10.3
	Contact Name
	The name of your contact at the organisation receiving the data must be supplied within this field.

	

	2.10.4
	Contact Telephone Number
	The telephone number of your contact at the organisation receiving the data must be supplied within this field.

	

	2.10.5
	Contact Email Address
	The email address of your contact at the organisation receiving the data must be supplied within this field.

	

	2.10.6
	Reason
	A reason as to why the additional organisation needs to receive the data must be provided here.

	

	2.11.n
	
	Where needed these fields should be completed as those described for 2.10.n

	

	2.12.n
	
	Where needed these fields should be completed as those described for 2.10.n 

	Once the details of the organisations to which the data will be passed onto have been provided, you must continue to complete the form from Section 3 onwards.


	Section 3 – Processing Purpose

	Field 
	Field Name
	Description

	

	Section 3 must be completed for all requests. 

	

	3.1 
	Free form text box
	Within this area, you must provide the following information:

· Details of why you need the information

· Details of any processing you will undertake using the data

· Details of any proposed matching of the supplied data with additional data sourced else-where

· If applicable, details of why and how you are going to contact any individuals listed within the data supplied

· What output will be created using the requested data

· Who will use the output created 
· How the output will be transferred to its users

· Extraction details, i.e. what extraction rules are to be applied by the team providing the data to prevent excessive data being supplied.

· Where applicable include the relevant Snapshot and Funding Models – see 4a.2 for details

From the information provided, the team being asked to supply the data will aim to determine if “what is being requested fits the purpose listed”, and until they are happy with their assessment, no data will be supplied. Therefore the more accurate the information supplied within this section, the quicker the request will be turned around as fewer questions will be raised.

All information should also be supplied in plain English (non technical).

Box 3.1 can be expanded as necessary by simply continuing to type information within it.

Data not required should not be requested.

	. 

	3.2
	Free form text box
	If you are already in contact with anyone within the Agency regarding the data and the processing to be applied to it, then please provide their contact details within this box. Details to be provided are:
· Name

· Office / department

· Office location

· Telephone number

· Email address


Once section 3 has been completed, you must then start to detail the data being requested by completing information, where applicable, in sections 4, 5 and/or 6.
	Section 4a – ILR Data Requirements

	Field 
	Field Name
	Description

	

	Section 4 must be completed for all requests where either copies of, or extracts from, ILR data is being made. 

The section is split into two major sub-sections.  

1. Section 4a which should be completed for all ILR data requests, as this is where you state from which data collection and year you wish the data to be extracted from.
2. Section 4b is to be completed when “named” data is included within the request. Data items covered by the phrase “Named” data are: a learners Surname, Given name, Address Lines 1 through to 4, telephone number and National Insurance Number. (Please note the Agency is only allowed to distribute a learners NI number to DWP.)
The Standard ILR specification for each year can be found at: http://www.theia.org.uk/downloads/ilrdocuments/
Documents posted to the Web at the location listed below provide information on Derived Variables (DV’s) that are created and appended to the standard ILR data files, along with summary information as to what files are created for the ILR..
http://www.thedataservice.org.uk/datadictionary
When requesting ILR data via the use of Section 4a, all fields 4a.1 through to 4a.9 are mandatory.

	

	4a.1  *
	Year
	It is within this field that you must indicate from which academic year you wish your data to be taken from. E.g. 10/11 or 07/08 etc…

	. 

	4a.2  *
	Funding Stream / Collection
	Use this field to identify which collection & funding stream you require.

For 11/12 state which Snapshot(s) and the Funding Model(s) are required. Snapshot periods are from: 

· SN03 to SN14 

Alternatively state the IA Return Number (R03 to R15) and data from the associated snapshot will be delivered.    

Funding Models are:

· ALL = All Funding Models

· 10 = Adult Safeguard Learning)

· 21 = 16-18 Learner Responsive

· 22 = Adult Learner Responsive

· 45 & 46 = Employer Responsive

· 70 = ESF funded (co-financed by the Skills Funding Agency)

· 80 = Other LSC funding (valid only for learning aims starting before 1 August 2010)

· 81 = Other Skills Funding Agency funding model 

· 82 = Other YPLA funding model

· 99 = No Skills Funding Agency or YPLA funding for this learning aim

Requests should state both criteria.  Examples are: 

           SN03 & ALL 
           SN03 & Funding Models 10, 21, or 

           SN03 & 10, 21
           R03 & 10, 21  

Prior to 11/12 collection identifiers were:

· ERnn       (09/10 onwards)

· LRnn       (09/10 onwards)

· ASLnn     (09/10 onwards)

· UFInn      (09/10 and previous years)

· WBLnn    (08/09 and previous years)

· Lnn          (08/09 and previous years)

· ACLnn     (08/09 and previous years)

(Where nn = the appropriate period. 

E.G. for ER period 7 enter ER07)

For data from a final freeze you could write “L05 final”.
This field can also be used for requesting LARA or LAD data by adding either: 

· LARA      (for 11/12 data onwards)
· LAD        (for 10/11 data and previous years)



	Uesting 

	4a.3  *
	Data Files
	It is here that you must list which data files within the collection the data is to be extracted from. Typical examples are:
· Learner

· Aims

· Learner_aims

· Admin

· LARA

· LAD

	

	If you wish to request a number of ILR data items that is greater than the space provided within Section 4a, then please complete additional copies of the “section 4a ILR data expansion form“ page embedded within Appendix B. The additional pages can then be appended to the end of the Agency’s Data Sharing Agreement document. 

If you have used additional pages, then please remember to declare how many pages in Section 7. 

	

	4a.4  *
	Data Delivery Format
	Please select which format you would like your data to be delivered in.
If you require the data in a format not listed within field 4a.4, then please provide the necessary details within your “reason” in Section 3. 

	

	The following four fields all require a Yes /No answer to a question. If your answer to one of the questions is Yes, then please delete/strikethrough the “No” option, and if your answer to a question is No, then please delete/strikethrough the “Yes” option.

	

	4a.5  *
	Data Subject Contact Details
	If you are requesting Data Subject contact details then please indicate this here. Data Subject Contact details can be either a learners or employers:

· Name

· Address line/s

· Telephone number

· Email address

· Postcode
If any of the above fields are being requested, then they need to be declared within section 4b, where justification of their use must also be provided.

Please note that the Agency insists that their data subjects need to opt into allowing contact to be made, and that direct face to face contact can only be arranged once permission has been sought from the data subject via a letter or telephone call first. 

Whenever contacting the Agency’s data subjects, even to seek further permissions, the you must honour the data subjects data values in the “restricted use“ field L27.

The Agency will always supply the L27 field whenever a data subjects contact details are supplied even if you do not request them.

	

	4a.6  *
	Is matching proposed?
	If or if not, the data being requested is to be matched against other data, then please answer this question appropriately. 
If matching is proposed then details need to be provided within Section 3.

	

	4a.7  *
	Are you planning on Contacting the Subject?
	Please state whether or not you will be using the data to contact the data subjects.
If you are going to be contacting the data subjects, then a description of how this will be undertaken must be provided within Section 3.

Please note that the Agency insists that their data subjects need to opt into this function, and that direct face to face contact can only be arranged once permission has been sought from the data subject via a letter or telephone call first. 

Whenever contacting the Agency’s data subjects, even to seek further permissions, the you must honour the data subjects data values in the “restricted use“ field L27.
The Agency will always supply the L27 field whenever a data subjects contact details are supplied even if you do not request them.

	

	4a.8  *
	Will you be Passing the data onto other parties?
	Please state whether you will be passing the data onto other parties (Yes/No). If you are going to pass the data onto other parties, then the names of these other parties must be provided within section 2.10 onwards.

	

	4a.9  *
	Deletion date
	You must provide a date by which you agree to delete the data supplied via this request.
The Agency prefers to see a date of 12 months or less. If the data is required for a period longer than 12 months, then a re-application or extension should be made.


	Section 4b – ILR Named Data 

	Field 
	Field Name
	Description

	

	Section 4b must be completed for all requests where extracts from ILR data is being requested, and the data being requested includes at least one of the following fields:

· Learners Surname or Given name, 

· Address Lines 1 through to 4, 

· Learners telephone number, 

· Learners National Insurance Number. (Please note the Agency is only allowed to distribute a learners NI number to DWP.)

The Agency will always supply the L27 field whenever a data subjects contact details are supplied even if you do not request it. 

You must honour the learner’s choices regarding contact, as depicted by the values in their L27 field.
When requesting “named” ILR data via the use of Section 4b, all fields 4b.1 through to 4b.3 are mandatory.

When requesting “named” data, you must also provide a series of selection rules within section 3 of the request form to limit the width (fields within a full data record) and depth (number of data rows) of the data being extracted. 



	

	4b.1  *
	Field Identifier
	You must supply the field identifier, as defined within the ILR specification for the data items being requested.

The Standard ILR specification for each year can be found at:

http://www.theia.org.uk/ilr/ilrdocuments/


	. 

	4b.2  *
	Field Description 
	You need to supply a description or title for each named field being requested.

	

	4c.3  *
	Data’s use / Purpose
	For each of the fields being requested, you must stipulate why it is required, and how it will be used and processed.

	

	If you wish to request a number of ILR data items (including “named fields) that is greater than the space provided within Section 4b, then please complete additional copies of the “section 4b ILR named expansion form“ page embedded within Appendix B. The additional pages can then be appended to the end of the Agency’s Data Sharing Agreement document. 

If you have used additional pages, then please remember to declare how many pages in Section 7. 


	Section 5 – ILR Named Data 

	Field 
	Field Name
	Description

	

	Section 5 must be completed for all requests where Apprenticeship Vacancy data is being requested.
The data can be requested via the running of two reports.

When requesting Apprenticeship Vacancy data via the use of Section 5, fields 5.3 through to 5.5 are mandatory.

	

	5.1.1  
	Do you require a copy of the “unsuccessful candidate” report?
	If you do require a copy of this report, then please either tick, cross or include “Yes” within the selection box.


	

	5.1.2
	Free form text box
	If you have indicated that you wish data from the “unsuccessful candidate” report to be supplied to you, then you need to provide the parameters under which you wish the report to be run e.g. if you only wish for 10/11 data then you’d stipulate that here, or if you only require data for the East Midlands region, you’d indicate that here.

	

	5.2.1
	Do you require a copy of the “ILR Start Date” report?
	If you do require a copy of this report, then please either tick, cross or include “Yes” within the selection box.



	

	5.2.2
	Free form text box
	If you have indicated that you wish data from the “ILR Start Date” report to be supplied to you, then you need to provide the parameters under which you wish the report to be run e.g. if you only wish for 10/11 data then you’d stipulate that here, or if you only require data for the East Midlands region, you’d indicate that here.

	. 

	5.3  *
	Are you planning to Contact the Data Subject 
	Please state whether or not you will be using the data to contact the data subjects.

If you are going to be contacting the data subjects, then a description of how this will be undertaken must be provided within Section 3.

Please note that the Agency believes that their data subjects need to opt into this function, and that direct face to face contact can only be arranged once permission has been sought from the data subject via a letter or telephone call first. 

	

	5.4  *
	Will you be passing the data onto other parties
	Please answer the question appropriately. If you are going to pass the data onto other parties, then the names of these other parties must be provided within section 2.10 onwards.

	

	5.5  *
	Deletion date
	You must provide a date by which you agree to delete the data supplied via this request.

The Agency prefers to see a date of 12 months or less. If the data is required for a period longer than 12 months, then a re-application or extension should be made.


	Section 6 – Other Data Requirements

	Field 
	Field Name
	Description

	

	Section 6 is to be used when you need to request data that is neither ILR based or delivered via either of the two Apprenticeship Vacancy reports.



	

	6.1 
	Free form text
	Please provide as much detail as possible, including:

· Dataset names, 

· Application names, 

· Agency contacts,

· Data Items

· Specific years etc.

i.e. any information that will aid the team delegated to supply the data being requested.



	


	Section 7 – Declaration & Agreement

	Field 
	Field Name
	Description

	

	Section 7 is to be completed by all requestors.

All fields within Section 7 are mandatory.

Boxes 7.1, 7.2 and 7.3 all require a question to be answered. To answer the question you must delete/remove or strike through the appropriate option. If you wish to answer “Yes” to one of the questions, then you are to delete or strikethrough the “No” option, leaving the “Yes” option untouched.

	

	7.1  * 
	Yes/No box
	The options in field 7.1 are seeking confirmation that you do represent the organisation listed in Section 1, and that you are requesting the data listed in Sections 4, 5 and 6.

You must either delete or strikethrough either the “Yes” or “No” option. 

	

	7.2  *
	Yes/No box
	The question being asked in 7.2 is seeking clarification that where the data is being requested by an organisation as a “Data Controller”, you are declaring that your organisation is registered to the correct levels with the Information Commissioners Office. 

If you are not requesting the data as a “Data Controller” then please select the “No” option.

	

	7.3  *
	Yes/No box
	You must indicate if you agree to the Agencies Data Sharing Terms & Conditions.
A copy of the Terms & Conditions document is embedded within Appendix A of the Data Sharing Agreement form. Alternatively, a link to the Terms and Conditions is also provided within both Appendix A and the instructions page.
The Agency will always seek acceptance to their Terms and Conditions prior to any data being dispatched.

	

	7.4 *
	Section 2 other parties expansion form
	If you have used additional instances of the “section 2 other parties expansion” form, you must indicate here how many additional forms have been used and attached to the Agency’s Data Sharing Agreement.

	

	7.5  *
	Section 4a ILR data expansion form
	If you have used additional instances of the “section 4a ILR data expansion” form, you must indicate here how many additional forms have been used and attached to the Agency’s Data Sharing Agreement.

	

	7.6  *
	Section 4b ILR named expansion form
	If you have used additional instances of the “section 4b ILR named expansion” form, you must indicate here how many additional forms have been used and attached to the Agency’s Data Sharing Agreement.

	

	7.7  *
	Signature
	All data requests must be accompanied by a signature. 
It is the Agency’s policy that data will not be distributed until a signed hard copy of the data sharing agreement has been received. Data will not be sent out against an electronic signature. 

	

	7.8  *
	Date
	Please complete this field with the date on which the request was signed.


Section 8 - Once Completed
National Requests 

· If you are a Local Authority requesting only YPLA data, please send your request into the Data Service Service Desk, marking it for the attention of your local RIAS team.

· Completed requests made by or on behalf of a local authority in relation to Apprenticeship Vacancy Matching should be sent to your National Apprenticeship Service contact.

· All other national level requests should also be sent into the Data Service Service Desk.

Data Service Service Desk Address:

Data and MI Team, (Data requests) C/O Data Service Service Desk
The Data Service
Cheylesmore House

Quinton Road
Coventry CV1 2WT

Servicedesk@thedataservice.org.uk
Localised Requests
· Please send all completed requests to your local Agency. 

For both National and Localised requests, data will only be distributed once:
· The request is deemed to be valid.
· The Data Sharing Agreement form is complete and valid.
· A signed hard copy of the agreement form has been received. Data will not be sent distributed against an electronic signature.
Data requests are normally turned around within 10 working days of a Data Sharing Agreement having been received and being confirmed as valid (i.e. containing no outstanding queries or omissions). 
Please note that this may vary at peak times and is also reliant on the volume of data requests already in progress. 
Section 9 – Items to Consider
When applying for data, please also consider the following points listed below:
Suitability: In technical terms, what are you trying to achieve? Are you requesting the correct data for what you are trying to do?
Data Matching: Consider what information you have requested and why it is required for this work. Remember such things as matching to mortality files. 

Analysis & Results: Results of less than 5 individuals should be suppressed. Care should also be taken if totalling is employed and only one or two results are suppressed.
Surveys: Consider how you are going to contact the data subject. Always seek permission first via a telephone call or letter. Data Subjects must opt in. If using ILR data, then always take into consideration the values within the “restricted use” L27 field regarding contact.
Who will see the Data: Personal and sensitive data should be held and processed in a secure environment, with only those people who need access being given that access.
Contractors / Consultants: If you are using external resource that will have access to personal and sensitive data, ensure that they sign suitable confidentiality agreements and that data are processed and stored only in suitable environments.
Small Geographical Units: Even if names have been removed from the data, individuals can still be identified by someone with local knowledge using clues such as gender, disability and ethnicity within a small geographical area e.g. postcode, ward, lower level SOA, place of learning etc. 
Data Safety: How will you keep the data safe? Do you have proper access controls in place for computers? Are any paper files where information is held locked away and accessible only by those authorised to do so? Are files properly backed up and are the backup’s tested regularly for completeness, recoverability and accuracy?
Data Protection: Who has responsibility for Data Protection matters in your organisation? Have they been consulted about the requested processing of data?

Data Protection Policy: Do you have a Data Protection Policy that is accessible by all staff so that your organisation is fully aware of its obligations in this area?
Training: Have staff been appropriately trained in data protection and other relevant areas? If not, consider training in this area as an investment in staff development.
	The Skills Funding Agency is an agency of the

Department for Business, Innovation and Skills
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