Research Data Request Form
v1.5 (07/15/2025) 

Requesting DH Data for Research
The Research Data Request Form (DRF) informs the Office of Research Operation (ORO) and Analytics Institute teams about the DH data you intend to include in your research. The DRF is necessarily detailed, allowing this one form to be used by all ORO and Analytics Institute teams for approving and, if applicable, generating your data set.
The Dartmouth Health Research Informatics and Data Handbook will provide you with the information you need to understand what is required in this DRF, including data classification, important term definitions, links to other resources (e.g., HRRP Investigator Manual), and conditions for appropriate and allowable data use.
STOP! Read the DH Research Informatics and Data Handbook
before completing this DRF.

The diagram below is a high-level outline of the steps you may take to activate your study (the documents and approvals needed will depend upon the characteristics of the research protocol and the research data that are required). The documents required in the process, including the Data Request Form, are shown in red. All data collection activities, including the generation of your data set by Analytics Institute Honest Data Brokers, begin after a study is fully approved and classified as “Open to Accrual” in OnCore. Changes to data to be included in a research data set after the study is activated require modification to the documentation shown here and may need re-review for approval.
[image: ]
Your study Principal Investigator, Department Research Operations Manager (ROM), and/or Department Vice Chair for Research can orient you to the process of data request, including the completion of the DRF.
The SYNERGY/Office of Research Operations (ORO) Research Informatics team is available for consultation to answer your specific questions and facilitate your acquisition and use of DH data. You may request assistance from the ‘Data and Informatics’ section of the SYNERGY website via the SYNERGY Informatics Consult Request form.


Completing this Data Request Form:
· Throughout the DRF, information to be provided by the research team is shown in Highlighted color
· If the information requested is not applicable to your study, use N/A to designate ‘Not Applicable (do not leave sections blank)
· Do not submit any Protected Health Information (PHI) within this DRF
· Green Text indicates options with the fewest regulatory and privacy restrictions. These are the preferred options (when appropriate for your research) that will streamline study review and approval.

Section 1: Research Study Information

	Study attributes
	Provide information
	Examples

	Date of request
	
	

	Requestor email
	
	

	Requestor role
	
	Project manager, Student, Resident, Staff Pharmacist

	Study IRB #
	
	STUDY0200014
Enter ‘TBA’ (To Be Assigned) if your project does not yet have an IRB #

	Study Name
	
	Patient Reported Measures of Anxiety and Depression with EMR

	Protocol includes participant consent (Y/N)
	
	

	Principal Investigator email
	
	

	Preceptor Name
	
	If no Preceptor, enter N/A

	Has there been a related request within your Department or Specialty? (Y/N/Unknown)
If yes, explain briefly
	
	

	Research Funding Source
	
	Federal (e.g., NIH, NSF, PCOR);
DH (e.g., Hitchcock Foundation, SYNERGY Pilot Award);
Dartmouth College (e.g., Munck-Pfefferkorn);
Departmental research funds;
Not funded by research award/grant



Section 2: Data Set Generation

	WWH 
Who is collecting or generating the data set?

	☐  The Analytics Institute Honest Data Brokers are providing the full dataset


	☐  The Analytics Institute Honest Data Brokers will provide as much data as possible. The study team will obtain the remaining data.


	☐   The study team will obtain all the data 




	Additional notes (optional)





Section 3: Cohort Definition

If you do not have a complete cohort or list or eligible patients (answering NO to the first question in Section 3), also complete Appendix 1: ‘Cohort Definition.’

	Do you already have a list of patients (including patient MRN) to be included in your cohort or identified as eligible for enrollment in your study?

	☐ Yes – I have a complete list of patients for my cohort, or a list with patients who are identified as eligible to enroll in my study, once approved

	☐  No – I do not have a complete list of patients for my cohort, or a list with patients who are identified as eligible to enroll in my study, once approved



	Will you work with the Analytics Institute to generate a list of patients (or eligible patients) for your cohort?

	☐ Yes

	☐ No



	Additional notes (optional)




Section 4: Data to be included in the Research Data Set

Data Classification:

You are responsible for understanding classification of data and data sets. This information provided in the DH Research Informatics and Data Handbook. If you are unsure how to classify your data, you may request assistance via the SYNERGY Informatics Consult Request form, found in the ‘Data and Informatics’ section of the SYNERGY website.

	In the process of developing your research data set, will you be accessing PHI (e.g., conducting manual chart review, or receiving identifiable data from the Analytics Institute)? 

	☐  Yes 

	☐  No



	What is the classification of the final research data set you will have generated?

	☐ De-identified or Anonymized (there will be NO PHI in the data set)

	☐ Limited (only PHI allowed: dates; address in the form of city, state and/or zip code; age in years, months, days or hours)

	☐ Identifiable (contains any of 18 PHI elements)



	Are you requesting clinically sensitive data related to substance use treatment, or 
business sensitive data? 

	☐  Yes 

	☐  No



	Are you requesting genetic testing or HIV data? 


	☐   Yes – Consult  SYNERGY Research Informatics Data Concierge

	☐  No



	Additional notes (optional)




Validated Surveys:

This section applies only if you are capturing patient data prospectively in validated patient surveys (e.g., SF-36, PHQ-9, EQ-5D). Please list those survey names.  You will not need to list all data elements in those surveys in the table in the following subsection.

	What validated surveys are included in your study?

	

	

	



Data Elements:

Data engineering is critical to the success of your research study. Documenting and defining each data element you will collect, and organizing the process (e.g., calendar of events) for the capture and use of each of those data elements, is time consuming. However, the up-front work will ensure that you will have a meaningful data set for your analysis. It will also clearly communicate your data set to the ORO teams that approve your study for activation and the Analytics Institute Honest Data Brokers who may assist you with extracting data from the Epic Data Warehouse for Research for your project.

In this section, you will provide two specifications of your data file: rows and columns.

1. ROWS:
Each row represents one entity, observation, or case in the data set, e.g., a patient, a hospital admission, clinical encounter, laboratory test.

	What does each row in your data file represent?

	



2. COLUMNS:
Each column represents one attribute of the entity, observation, or case. The attributes, or column headers, are your data elements.
For example, if rows are hospital admissions, the attributes (in columns) could be coded patient identifier, date of admission, date of discharge, and primary diagnosis ICD-10 code. Or, if each row represents a unique patient, the attributes (in columns) could be the most recent admission date, the most recent discharge date, and the most recent primary diagnosis ICD-10 code. 

Provide your data element listing using one of these methods: in this DRF in the table below (expanded as needed), or as an attached spreadsheet. If using a spreadsheet, include all information corresponding to the four column headers shown in the table below.

	Do you plan to:

	☐  Include all data elements in the table below in this DRF

	☐  Attach a single spreadsheet

	☐  Attach multiple spreadsheets



Note: The first three rows in the table below serve as examples.
	Define each data element you will be including in your data set. Add as many rows as needed.

	Data element name
	Data element description
	Method for data extraction:
(Analytics Institute HDB or
Manual chart review)
	Justification for Manual Chart Review, if applicable
(explain why Analytics Institute HDBs cannot reasonably obtain this data element)

	HA1c value
	All lab and point-of-care hemoglobin A1c lab values
	AI
	

	HAI (Y/N)
	Hospital acquired infection as a Yes/No
	Manual chart review
	Requires clinical interpretation from notes, not available as structured data from AI

	Tumor size
	Size of tumor at time of diagnosis (cm)
	Manual chart review
	Requires review of radiology reports, not available as structed data from AI

	 
	 
	 
	

	
	
	
	

	
	
	
	

	
	
	
	




Section 5: Frequency of Data Extraction
This section applies only when data will be provided by the Analytics Institute Honest Data Brokers.
	[bookmark: _heading=h.uq82x8j4znuy]How often do you need data extracted for your study?  

	☐  One time data extraction

	☐  More than one data extraction
How often do you need data delivered:



Section 6: Receiving Data from the Analytics Institute Honest Data Brokers
This section applies only when data will be provided by the Analytics Institute Honest Data Brokers.

The individual receiving the data set from the Analytics Institute must be both a member of the DH workforce (see the DH Research Informatics and Data Handbook) and listed as a study team member in the study protocol.
Importantly, the individual receiving the data set from the Analytics Institute Honest Data Broker is responsible for the appropriate handling and protection of that data from the point of hand-off.
	 In what format would you like to receive your data?

	☐  Microsoft Excel

	☐  CSV

	☐  Other
Describe format:



	 What DH workforce study team member will receive the data (cannot be Dartmouth College paymaster)?

	Name:

	Hitchocock.org email address:



	Additional notes (optional)



Section 7: Data Storage Location

Storing research data in a safe and appropriate location is imperative. See the Handbook for information about data storage options, features and requirements.
Data Disclosure and Data Breach are serious incidents. You are responsible for handling and storing your data responsibly.

	Where will you store your research data?

	☐  DH H:, I:, or C: drive

	☐  DH REDCap

	☐  DH EDC (required for IND/IDE studies)

	☐  Granite    

	☐  Other DH location 
Describe:

	☐  Dartmouth College REDCap

	☐  Other Dartmouth College location
Describe:

	☐  Other institution or location
Describe:


 
	Additional notes (optional)




Section 8: Data Access

	If Manual Chart Review:

	☐  Study team acknowledges that DH workforce member will be accessing the medical record (cannot be study team member with Dartmouth College paymaster)



	 Who will have access to see or use your research data? Select all that apply.

	☐  DH workforce

	☐  Dartmouth College workforce, excluding students 

	☐  Geisel Student(s) enrolled in the MD program and member(s) of the study team (where PI is a member of the DH workforce)

	☐  Other students: e.g., Geisel students in the MD program working with PI who is not a member of DH workforce, Geisel non-MD students, Thayer students, Guarini students, Colby Sawyer students, etc. 

	☐  Researchers from other institutions
Describe:

	☐  Other
Describe:



	Additional notes (optional)



You have completed the Data Request Form.



APPENDICES
Appendix 1: Cohort Definition

This section is designed to inform the Analytics Institute Honest Data Brokers about the characteristics of your cohort.
If your cohort or eligible patient list is complete, you do not need to complete this section (you may leave the table blank). Note that if the Analytics Institute Honest Data Brokers will be generating your data set from your cohort list, your cohort attributes must include patient MRN or other unique identifier (or combination of identifiers).
When specifying your cohort characteristics in the table below, please provide N/A if the attribute does not apply.
If your cohort criteria include an attribute that is not readily available in the Epic Data Warehouse for Research, the Honest Data Brokers will work with you to determine if there is a reasonable alternative.

	Cohort Attribute
	Provide information
	Examples

	Date type | Date range

	
	Patient seen anywhere at DHH 2012-current
Procedures performed 2021-2022 inclusive

	Location of care
	
	Any
MHMH ED
All Nashua clinics
New London Hospital

	Encounter providers
	
	Any
Visit with Patricia Min
Procedure performed by Lloyd West

	Patient class
	
	Any
Newborn
Outpatient
Inpatient

	Patient age
	
	Any
Pedi (<18)
Adult (>=18)
>=65

	Patient vital status
	
	Any
Not known deceased (presumed Alive)

	Patient diagnoses
Please specify ICD10 codes. Include ICD9 codes if you need data prior to October 2015.  
(ICD10 codes can be found here: https://www.icd10data.com/)

Please also specify if you need check of encounter diagnoses, billed diagnoses, and/or problem list.
	
	N/A
Chronic kidney disease: N18, I12-I13, E10.22, E11.22; any available source
Septic arthritis of the knee: M00.061, M00.062, 711.06; encounter diagnoses

	Patient procedures
Please specify CPT codes and includes encounter level of service codes (e.g., 99213, 99214)
	
	Percutaneous Coronary Intervention: 92928-9,92933-4,92937-8,92941,92943-4
Pars plana vitrectomy: 67041-2,67108,67110

	Patient medications?
Please be as specific as possible.  Ideally, provide medication ids, pharmaceutical classes, or therapeutic classes.  Please also specify the desired medication data source: med review list, outpatient orders/Rx, inpatient med administration, infusion-only.
	
	beta blockers - use pharm class BETA-ADRENERGIC BLOCKING AGENTS/prescribed or on med review list


	eDH registry
If patients are included in eDH registry, please indicate which registry.
	
	

	Other inclusion criteria

	
	Female patients only
Upcoming telehealth appointment in a particular department
Accessed MyDH recently
Abnormal lab value (please specify lab item and range that qualifies)
First target diagnosis happened after the procedure
Questionnaire responses (please provide name/ID for questionnaire or target questions, and context)
Smart data elements (please provide ID/description)
Image dates (please provide order code)

	Exclusion criteria
	
	No exclusions
Omit patients with hypertension (ICD10 codes I10-I15)
Omit patients pregnant (currently, at time of DX, at time of encounter, etc.)






Appendix 2: Examples of data sets containing PHI

Each row is one patient in the cohort. Data set includes PHI (DOB and procedure date). Data is not de-identified.
	MRN
	DOB
	Sex
	Known Deceased?
	Race
	Ethnicity
	Earliest Qualifying Procedure

	99999999-9
	12/12/2012
	F
	N
	White
	Hispanic
	2/2/2022



Each row is one encounter.  Data set includes PHI (MRN and encounter date). Data is not de-identified.
	MRN
	Encounter ID
	Encounter date
	Dept
	Provider
	Procedure Code
	Procedure Name

	99999999-9
	8888888888
	2/2/2022
	MHMH Cardiology
	Jane Doe
	92928
	Coronary intervention

	99999999-9
	9999999999
	5/12/2022
	MHMH Cardiology
	John Smith
	92928
	Coronary intervention






Appendix 3: Examples of Data Sets with PHI Removed

Each row is one patient in the cohort. Data set uses a coded MRN, age (not DOB), and procedure year (not full date). Data is de-identified.
	MRN -DEIDENTIFIED
	Age at Encounter
	Sex
	Known Deceased?
	Race
	Ethnicity
	Earliest Qualifying Procedure

	A1234567-1
	54
	F
	N
	White
	Hispanic
	2022



Each row one an encounter.  Data set uses a coded MRN and encounter year (not encounter date). Data is de-identified.
	MRN - DEIDENTIFIED
	Encounter Number
	Encounter year
	Dept
	Provider
	Procedure Code
	Procedure Name

	A1234567-1
	1
	2022
	MHMH Cardiology
	Jane Doe
	92928
	Coronary intervention

	A1234567-1
	2
	2022
	MHMH Cardiology
	John Smith
	92928
	Coronary intervention



Each row is one lab result. Data set uses a coded MRN and result year (not result date). Data is de-identified.
	MRN - DEIDENTIFIED
	Result Number
	Result Year
	Component
	Lab result

	A1234567-1
	1
	2022
	HA1C
	6.2

	A1234567-1
	2
	2022
	HA1C
	5.8
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