DISTRICT OF COLUMBIA

DCPS Process and Requirements to
Conduct Research or Obtain
Confidential Data

Updated May 2023

All information for requesters is included herein.

Beginning May 15, 2023, to submit proposals, fill out the form at
https://forms.office.com/r/sS4SASnYQU. Upon submitting the form, you will receive a
confirmation email and access to a SharePoint folder where you can upload your
proposal materials.
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District of Columbia Public Schools
Office of Data Systems & Strategy

1200 First St. NE Washington, DC 20002
researchrequests@k12.dc.gov

1200 First Street, NE | Washington, DC 20002 | T 202.442.5885 | F 202.442.5026 DCPS.dc.gov


http://www.dcps.dc.gov/
https://forms.office.com/r/sS4SASnYQU
mailto:researchrequests@k12.dc.gov
mailto:researchrequests@k12.dc.gov

DCPS Process and Requirements to Conduct Research or Obtain Confidential Data

Contents
LY goTo (¥ o] 1 [o] o EE TP T TP T PP PPPP PP 2
IMPOITANT RESTIICTIONS ...eiii it e e e e e e e e e e e e e e s e e et it b e e e e eaeesssstntebeeeeaeeessanreees 3
Acceptable TYPES OF RESEAICH .......uiiiii e e e e e s et e e e e e e e e s e enreees 4
Requirements for Conducting Research: CheCkIiSt............cuviiiiiiiiii e 5
Requirements for Conducting ReSearch: DEtailS............coouuiiiiiiiiiieiiee e 7
1. Proposal Cover Sheet for DCPS Research Review Board............ccccceeeiiiiiiiiiiieice e 7
2. Narrative Description of Research Proposal...............coeoiiiiiiiiiiieiice e 8
SUbMISSION AN APPIOVAI PIrOCESS. ... ..uiiiiiiiiie ettt e e e e e e e e e e st e e e e e e e s s seatrreaeeeeas 10
FaNo] o118 Lo ot SRR 12
APPENIX 11 RESEAICN PTIOITTIES ......eiiiiiiiiie ettt et e e et e e s e e s nnbnreeeaa 13
Appendix II: Factors Typically Considered in the APproval PrOCESS...........ccvvveiiiiiiieiiiiiiee e 14
Appendix Ill. Conditions for Access to Confidential DAta .............ccoiiriieiiiiiie e 15
Appendix IV: Information to be Included in Parent CONSENT FOrMS .........ccooviiiiiiiieiiie e, 19
Appendix V: Information to be Included in Consent Forms for Adults Other Than Parents...................... 20
Appendix VI: Information Needed for Release of Student RECOIdS. ..........coovvviiiiieiiieeeii i 21
Appendix VII: DCPS Policy on Compensation for Participation in Research Studies..............cccceevviiinenenne 22

District of Columbia Public Schools Page 1 of 25



DCPS Process and Requirements to Conduct Research or Obtain Confidential Data

District of Columbia Public Schools Page 2 of 25


/equity

DCPS Process and Requirements to Conduct Research or Obtain Confidential Data

» DCPS is committed to protected DCPS students and staff, their privacy, and that of their
data. We have a legal and ethical obligation to protect the privacy of our students. The
Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99) is a
federal law that protects the privacy of student education records. The law applies to all
schools that receive funds under an applicable program of the U.S. Department of
Education.

e Requesters may not request permission directly from schools or departments to
conduct research. Individual schools and departments are not authorized to grant
permission for research; all research and confidential data requests, including
individual-level data requests, must be submitted to the Office of Data Systems &
Strategy for review and approval. Researcher may contact schools or departments
directly to request a letter of support from an internal DCPS advocate (see p. 6).

e Requesters have the right, consistent with scientific standards, to publish, present, or use
results from the research or data analysis, but only if the publication, presentation or use does
not permit personal identification of DCPS students or their parents by individuals other than
representatives of the requester. DCPS may require that schools or the District not be
identified. To enable DCPS to protect the confidentiality of previously identified confidential
information disclosed to the requester, the requester must provide to DCPS any proposed
publications or presentations which are to make public any findings, data, or results of the
research or data analysis for DCPS's review and comment at least fourteen (14) days prior to
submission of a manuscript or abstract for publication or the date of the presentation._In
some instances, and at its sole discretion, DCPS may also require the right to approve
proposed publications or presentations, as well as co-authorship with DCPS staff. For multi-
year projects, the requester must agree to provide annual interim reports to DCPS for internal
use. If DCPS does not receive any updates, the Office of Data Systems & Strategy may choose
not to fulfill subsequent data requests or to terminate the project.

« To prioritize student well-being and protect student learning time, any research interference
with school instruction and operations must be kept to a minimum.
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The District of Columbia Public Schools (DCPS) Office of Data Systems & Strategy has developed this
document to establish the requirements for requesters applying for authorization to conduct
research in DCPS and/or to receive data DCPS has deemed confidential, personal, and private

(Confidential Data), and ensure compliance with federal and District of Columbia laws and
regulations.

e Confidential dataare:

Any student records which contain Personally Identifiable Information, as that term
is defined by 34 CFR 99.3 of the Family Educational Rights and Privacy Act;

Any employment
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advocacy.
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2. Narrative Description of Research Proposal

All requests must be submitted in writing. The following elements are typically included. Not all
items may be relevant for all proposals, and DCPS reserves the right to require additional materials.
The proposal must be presented coherently and contain whatever elements are essential to
describe a scholarly investigation of an educational matter. Reviewers will consider the written
presentation of the proposal as a sample of the quality to be expected in the final report of the
study. Proposal narratives may not exceed 15 pages in length, in 11-pt Calibri font, single-spaced,
with 1” margins.

O Title of the study.

O Name, title, and contact information of seniorrequesters.

O Executive summary or abstract (no more than 200 words).

O Statement of the educational problem and review of literature and/or previous research.

O Obijectives of the study, research questions, hypotheses.

O Significance of the problem, study, and findings to DCPS’s operations or the educational
services provided to DCPS students.

O Indication and brief summary of the DCPS research priority under which the project falls
(see Appendix I). All research should address the priority to “Promote Equity” in addition
to any other priorities covered by the proposed project. This summary should include an
explanation of how the research will support DCPS’s anti-racist efforts. Read more from
the Equity Strategy and Programming Team here.

0O Setting (i.e., all of DCPS or only certain grades, classrooms, etc.).

O Sample and selection.

O Research design/methodology.

O Data and variables requested and/or to be

collected. If conducting primary data collection,
pleaseinclude:

Data collection plan and schedule: Include a description of
school/student/staff/other involvement and the time commitment requested
from them for data collection, treatment, or instructional procedures. Specify
how and where data are to be collected, by and from whom, who is to be
recruited to participate, and how recruitment will take place. Note that:

= No DCPS staff time or resources (e.g., DCPS email) may be used to recruit
participants for the research study, and school staff may not be utilized
to collect data.

= The DCPS Central Office does not grant permission for the use of DCPS
school buildings for data collection. This arrangement must be made with
the school principal when and if the proposal is approved. Participation is
at the discretion of principals.

= All non-DCPS personnel participating in primary data collection must
submit to any background checks requested by DCPS, including a
criminal background check as required by the Criminal Background
Checks for the Protection of Children Act of 2004 (D.C. Code § 4-
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Review and approval process

1. Research proposals and requests for confidential data, including individual-level data, must be
submitted electronically to the Office of Data Systems & Strategy. Beginning May 15, 2023, to
submit proposals, fill out the form at
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Timeline

Proposals are reviewed monthly. Below is the schedule of upcoming submission due dates of requests
for confidential data and research requests, including new proposals, resubmissions, and continuing

projects. Proposals must be received by close of business on the submission due date to be considered
for inclusion in the following month’s review meeting. Proposals are reviewed in the order in which

they are received.

Submission Due Date

Proposal Review Date*

April 28, 2023 May 5, 2023
May 30, 2023 June 5, 2023
June 28, 2023 July 3, 2023

August 1, 2023

August 7, 2023

August 30, 2023

September 4, 2023

September 27, 2023

October 2, 2023

November 1, 2023
November 28, 2023

District of Columbia Public Schools
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5 DCPS Strategic Priorities

e Promote Equity:
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1. Access to Student Data and Students

The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. 8 1232g; 34 CFR Part 99) is a federal
law that protects the privacy of student education records. The law applies to all schools that receive
funds under an applicable program of the U.S. Department of Education. FERPA exceptions allow
schools to disclose information from a student’s education record, without consent, only to selected
parties, for selected research topics and under certain conditions (34 CFR § 99.31). It is the responsibility
of the requester to identify and justify the relevant FERPA exception. The requester and their staff will
also have to sign the DCPS Confidentiality Agreement, along with the DCPS Memorandum of Agreement
(MOA).

If the proposed research or data request does not fit a FERPA exception, the requester must obtain the
written informed consent of participants or of a parent on behalf of a student prior to conducting
research activities or collecting personally-identifiable information from or on students. Students under
18 years old cannot participate in research without the informed consent of a parent or legal guardian.
For students who are 18 or over (or an emancipated minor), the requester must receive written
informed consent from the student. Requirements for consent forms are as follows, regardless of the
requester’s organization’s IRB requirements:

® All consent forms must comply with federal and District of Columbia laws and regulations
regarding confidentiality of
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® Consent forms must be written in easily understood language and should provide the
information listed in Appendix IV.

* All forms must be made available in all relevant languages. Translations and their cost are the
responsibility of the requester.

® The requester must keep copies of all consent forms, and make them available to DCPS staff
upon request.

® The consent form is to be printed on the requester's stationery. Consent forms may not indicate
DCPS support of the study.

3. Policy on Active vs. Passive Consent from Parents and Guardians

This section establishes the conditions under which the active, written consent of parents and
guardians is required for any survey, analysis, or evaluation involving individual students under the age
of 18. DCPS has adopted parental consent requirements derived from the Federal Protection of Pupil
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Clearly describe efforts and activities to mitigate risks, including debriefing sessions
in which trained facilitators will answer student questions and provide appropriate
resources.

® Document the special circumstances surrounding the project:

Clearly articulate the nature and purpose of the project and its requirement to meet
federally-mandated reporting (this/those report(s)should be cited).

Provide a clear articulation of who will have direct access to confidential data,
including individual-level data, and how the data will be stored and protected;
include a clear statement that raw
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e Title of the study and name, title and organization of the requester(s).
e Purpose(s) of data collection.

e Description of what participants will be asked todo.

e Amount of time required of participants.

e Notice that participants will be audio- or videotaped (if applicable) with an explanation of how
the recordings will be used
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4. Compensating parents/guardians for participation in research
e Researchers are free to offer compensation directly to parents/guardians for participation in
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This section establishes guidelines for DCPS employee researchers interested in conducting research in DCPS for
graduate or doctoral requirements. Where a researcher is also a participant in the researcher setting, ethical
questions as well as those of research bias may arise. These guidelines are intended to support employee
researchers in crafting a proposal that will produce research that upholds high standards of quality and integrity.
These guidelines do not replace expectations laid out above in Appendix Ill, Sections 1 and 2.

1. Like all research in DCPS, employee research must be approved by the Institutional Review Board (IRB) of
the researcher’s university or found to be exempt from IRB review by the same. The IRB review is intended
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