SAMPLE OPEN RECORDS REQUEST FOR CRDC’s ENROLLMENT AND DISCIPLINE DATA
[Best if you only want to see the data on enrollment and school discipline. This request may be best for large districts, and may produce a more manageable data set if the district insists on providing the data in paper rather than electronic form.  Even if you can get the data electronically, it may be more manageable to only request the discipline data.]
February XX, 2018
Your Superintendent or Open Records Officer
Your District
Its Address

Your City, State, & Zip
Re:
Your State’s Open Records Law Act Request – Discipline Data
Dear _______,

Pursuant to [your state’s open records law], we request copies of the following public documents and/or data held by [your school/district]:
1. School enrollment data required to be collected for 2015-16 as required by the Office of Civil Rights for the federal survey Part One (See the 2015-16 CRDC School Form available at http://www2.ed.gov/about/offices/list/ocr/docs/crdc-2015-16-all-schools-form.pdf for each school in [your district] as well as the district level information (sections I, II, and IV on the above website) covering the following required reporting elements: 
School & District Characteristics 

• Total number of students enrolled in school (disaggregated by race, sex, disability-IDEA, disability-504 only, LEP). 
• Number of students with disabilities (disaggregated by race, sex, LEP). 
• Number of LEP students and number of students enrolled in LEP programs (disaggregated by race, sex, disability-IDEA). 
• Whether the school is an alternative school (and if so, for academic or discipline or both).

• Whether the school is focused primarily on serving students with disabilities. 
• Whether the school is a charter school. 
• Whether an LEA is covered by desegregation order or plan (LEA). 
2. School discipline data required to be collected for 2015-16 and reported to the Office of Civil Rights for the federal CRDC survey for Part Two. From Part Two of the same above referenced document, we request the data for each school in [your district] as well as the district level information. This request covers the following information from section VII (corresponding page numbers are to the above referenced document):

a. Student Discipline...............................................................................51 
b. Preschool Suspensions and Expulsions .............................................................................................53 
c. Discipline of Students without Disabilities........................................................................................54 
d. Transfer to Alternative School for Students without Disabilities REQUIRED FOR 2015-16 .........56 
e. Discipline of Students with Disabilities..............................................................................................56 
f. Transfer to Alternative School for Students with Disabilities...............58 
g. Instances of Suspension........................................................................59 
h. School Days Missed Due to Out-of-School Suspension........................60

For each of the above requests please disaggregate the data exactly as required by OCR and in the same manner. For requested items a-f this includes by race, sex, LEP, and disability (IDEA).  For items g and h required disaggregation only extends to students with and without disabilities, but we do request the additional breakdown by race/ethnicity if available.
Additional Disaggregation of Discipline Data: We request the data in the same format as required by OCR for the 2015-16 academic school year. However, we also request that the data for the students suspended out of school just once be combined with those students suspended more than once, especially where combining these mutually exclusive categories will overcome the need to redact information to avoid the disclosure of personally identifiable information.  

This request seeks no personally identifiable information: Generally speaking, we request the same data submitted to OCR and agree to the use of the minimum degree of redaction and/or rounding of numbers to safeguard our request from containing personally identifiable information and to conform with all federal and state privacy protection requirements. 
Please be advised that this FOIA request is intended to be as broad and inclusive as permitted by law and is intended to apply to all officers, officials, employees, departments, divisions, and any other private agency, person, partnership, corporation or entity acting on behalf of, or with the knowledge of, [your school district].  
Please also be advised that the term “document” as used in this request shall be interpreted to include any and all nonexempt data contained in an electronic storage device or medium.  

Pursuant to [your state’s law], we request a waiver of any fees associated with this request since it benefits the general welfare.  [Insert a description of your organization that explains how it helps your community.]  To the extent that the requested documents are available in a computer storage system, we ask that they be provided in an electronic storage medium.
If [your district] claims that any requested document is exempt from inspection, please state the name and description of the document, and an explanation for the basis for the exemption, including the statutory citation to any exemption.

Please note that pursuant to [your state’s law], a denial of our right to inspect or copy the records identified above must be provided within [your state’s limit] business days of our request, and that any failure to comply with our request within the same time frame shall be deemed a denial.
On information and belief, each school and district is required to collect and report the requested data to the U.S. Department of Education’s Office for Civil Rights (OCR) no later than March 1, 2017. If you are currently in the process of collecting this information, please treat this as a standing request for information to be provided as soon as your collection and reporting to OCR is complete. 
Thank you for your assistance in this matter.  If you have any questions, please do not hesitate to contact me at [your contact information].
Sincerely,
[your name
Note: Filers of this request may also want to expand this letter, or send a separate letter, to request additional related information not contained in the CRDC. This could include:

· the school/district code of conduct; 

· any memorandum of understandings with local police department regarding school resource officers;
· any data on arrests and referrals to law enforcement that were, for any reason, not reported to OCR pursuant to the CRDC survey;
· discipline data on the number of suspensions disaggregated by race/ethnicity and other student subgroups, and further broken down by reason for offense.
