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1.1 Purpose and Scope

This document serves as the official governance and procedural guidelines for managing external research
requests within District of Columbia Public Schools (DCPS). It outlines the principles, requirements, and
processes that govern how individuals and organizations may request to conduct research involving data
collection in DCPS or research requiring existing confidential data. This document is intended for use by
external researchers, district staff, and review committee members to promote transparency, consistency,
and accountability throughout the research approval process.

External researchers must submit requests to conduct research through the Office of Data and Technology
using the process outlined in this document. Potential requesters should carefully review this document,
including the required components of proposals and the standard elements of a DCPS research agreement,
before preparing a research proposal.

1.2 Definitions

1.“Research” refers to any activity aiming to increase the existing body of knowledge. It encompasses
all investigation, measurement, and evaluation activities, including design, pilots, data collection and
analysis, interpretation of results, and conclusions and recommendations. Research may include data
collection, existing data usage, or both.

2. “Data collection” includes activities such as interviews, focus groups, surveys, tests, observations,
analysis of written documents, and experimental designs.

3. Data collection “in DCPS” includes, but is not limited to, any data collection involving access to
students through DCPS; observations or visits to a DCPS campus; and research requiring
implementation of an intervention or program.

4. “Existing confidential data” includes, but is not limited to, 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 (FERPA); any employment records which contain individual level data (i.e.
information about individual employees); and aggregate data constructed from student or
employment records comprising a group size of fewer than tenindividuals.
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1.3 Governance Authority and Oversight

This governance document is designed by the DCPS Data Analytics and Research team, who manage the
external research request process. Substantive updates to the document must be approved by the Chief of
the Office of Data and Technology. The approved version will be maintained in the ODT Research
Resources SharePoint directory, along with a record of approval. The last significant update was approved
in March 2026. This governance should be reviewed and reauthorized, at minimum, every two years. The
next scheduled reauthorization is in March 2028.

The latest version of this governance document and documents referenced herein will be posted at all
times at Conduct Research or Obtain Confidential Data at DCPS.
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2.1 Guiding Principles

DCPS is dedicated to ensuring every student has the support and resources they need to thrive. We will
accomplish this through an educational framework that prepares students for lifelong success and
educational practices that are responsive to the needs of our diverse student body and greater community.

DCPS believes in the power of research to improve the body of knowledge related to learning and
development. We welcome high-quality research and partnerships whose findings and results will benefit
our students and staff or contribute to the wider improvement of public education. We strive to create
favorable conditions for research while respecting instructional time and individual privacy, and we
approve only proposals that meet professional standards for research design and ethical practices and that
demonstrate clear merit and relevance to the school system.

Research should always advance our values of equity and antiracism. Equity at DCPS means creating an
environment in which we eliminate opportunity gaps, interrupt institutional bias, and remove barriers to
academic and social success, particularly for students of color. Read more from the Equity Strategy and
Programming Team at dcps.dc.gov/equity.

2.2 Alignment with District Goals

The DCPS five-year strategic plan, A Capital Commitment 2023-2028, lays out DCPS’s mission, vision, and
strategic priorities. All requesters should be prepared to explain how their research aligns with our mission,
vision, and strategic priorities. Note that all research should address the value of Equity in addition to any
other priorities.

Our Mission: Ensure that every school guarantees students reach their full potential through rigorous and
joyful learning experiences provided in a nurturing environment.

Our Vision: Every student feels loved, challenged, and prepared to positively influence society and thrive in
life.

Our Strategic Priorities:
1. Students are succeeding academically.
2. Students are connected to schools.
3. Students are prepared for what’s next.
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3.1 Eligible Researchers and Research

The Research Review Board accepts research proposals that involve data collection within DCPS or the use
of existing confidential DCPS data. Applicants must fall into one of the following categories:

e DCPS Employees Affiliated with a University:
DCPS employees conducting research as part of a graduate or doctoral program may submit proposals.
e External Researchers Affiliated with an Institution:
Individuals who are affiliated with a university, private company, research organization, or non-profit
may submit proposals. This includes:
o Responses to DCPS-issued requests for proposals (e.g., for external audits or evaluations).
o Unsolicited proposals that align with DCPS'’s strategic priorities.

In general, DCPS does NOT accept research proposals from graduate students who are not DCPS
employees. However, where there is strong advocacy for the project within DCPS, DCPS may consider
research proposals from graduate students who are former DCPS employees with a good service record or
who have a prior or pre-existing working relationship with DCPS.

3.2 Evaluation Criteria

The DCPS Research Review Board receives a high volume of requests to conduct research in the district
each year, all of which carry some cost and risk. For each proposal, we weigh the potential cost, often in
student or staff time, against the potential benefit to DCPS students and the education field. We consider
factors relevant to the feasibility of the study, such as the overall volume of research currently taking place
in the district. We ask how each proposal has the potential to advance our mission, vision, and strategic
priorities.

DCPS reserves the right to deny or refuse to consider a proposal for any reason. Below are some, but not
all, points considered by the Research Review Board when reviewing proposals.

1. Research designs must uphold DCPS’s legal and ethical obligation to protect the privacy of its students
and employees. We consider:

e The kinds of background data on subjects requested and the kinds of information of a personal
nature to be secured from the subjectsthemselves.

e The amount of secondary data requested (including categories of variables, the scope of years, and
number of schools and students in the data request).

e The strength of planned security measures for primary and secondary data.

2. Any research interference with school instruction and operations must be kept to a minimum to
protect student well-being and learning. We consider:

e The nature and amount of interruptions to the ongoing education program, particularly any
instructional time that would be lost due to the study and the cost in participation time for DCPS
teachers and school staff.

e The kinds and number of data-gathering procedures or instruments to be used in the study.

e The availability of research sites and subjects.

3. Proposals should demonstrate alignment to our educational mission and strategic priorities. We
consider:
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How the study advances DCPS’s work and benefits students.

Internal need for data and/or findings likely to emerge from the study.

The extent of internal support for the project from the DCPS sponsor and relevant office.
Alignment to existing DCPS initiatives and partnerships.

e Potential to produce concrete resources, including training opportunities, policy guidance, or
actionable recommendations.

4. Researchers should meet DCPS ethical guidelines, as well as professional standards for research design.
We consider:
e Technical soundness and proposal quality.
e Appropriateness of the research topic for support in the public setting.
e The procedures for obtaining informed consent from potential participants, including
parents/guardians of students under 18.
e The type of research design proposed in the study.

3.3 Restrictions

DCPS does not approve proposals that include randomized control trials in which students are denied
services or there is deceit of students in their application to a program. In some instances, DCPS will
approve studies that leverage natural experiments where randomization occurs in the normal provision of
services or where treatment and control groups are receiving different, comparable interventions.

DCPS employees conducting research as part of a graduate or doctoral program must meet the ethical
guidelines in Appendix B regarding the setting of and participants in their research.

DCPS will not approve proposals that do not meet the requirements for participant and parent/guardian
consent in Appendix D or Family Educational Rights and Privacy Act (FERPA) compliance guidelines in
Appendix A.

DCPS does not approve data collection requiring a new whole-district survey of staff or students and will
not use DCPS resources (e.g., newsletters) to distribute large-scale surveys on researchers’ behalf.

No DCPS staff time or resources (e.g., DCPS-published newsletters) may be used to recruit participants for
the research study, and school staff should not be asked to collect data on behalf of researchers. Research
approval from DCPS does not guarantee schools or individuals willing to participate in the Project.

DCPS does not facilitate district-wide distribution of flyers, recruitment materials, or other outreach
communications for research projects, even if approved. All recruitment efforts must be coordinated
directly with individual schools and adhere to site-specific protocols.

3.4 What to Expect After Submission

After submitting a complete proposal, researchers can expect a formal review by the DCPS Research
Review Board. The review schedule, decision process, agreement requirements, and recommended
timeline are outlined in Section 5: Review and Approval Procedure and Timeline.
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4.1 Proposal Submission

New proposals must be submitted through Microsoft Forms:

e External researchers: https://forms.office.com/r/sS4SASnYQU.

e DCPS employee researchers: https://forms.office.com/r/2Xr43uGTLv.
Upon submitting the form, researchers will receive a confirmation email and access to a SharePoint folder
where proposal materials must be uploaded.

Proposals must include all applicable materials listed in Section 4.2 Proposal Checklist, including the Cover
Sheet for DCPS Research Proposal. Some information from the cover sheet will also be required to be
entered directly into the Microsoft Forms submission.

Incomplete proposals will not receive a review or reply.

4.2 Proposal Checklist (available for download on the DCPS Research homepage)

Required for All Research Proposals
] Cover Sheet for DCPS Research Proposals (available on the DCPS Research homepage), filled out.

Letter of support from the study’s DCPS sponsor in PDF format (a PDF of an email is acceptable).
See Section 4.3 Project Sponsor Requirement.

Evidence of Institutional Review Board (IRB) approval or exemption.

Narrative description of research proposal, including the following:

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

Statement of the educational problem and review of literature or previous research.
Objectives of the study, research questions, and hypotheses.

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

Explanation of how the project aligns with and supports DCPS's five-year strategic plan, A Capital
Commitment 2023-2028, including the equity imperative outlined in the plan.

Research design and methodology.
Plan for the protection and maintenance of the privacy of research participants.
Plan for protection and maintenance of confidential data received or collected.

oodg oooggoo

Setting, sample, and selection.
If project involves requesting existing confidential data, proposal narrative should include the following:

] Detailed list of requested variables.

LI If applicable, case for exception to FERPA under which release of data or permission to collect data
without consent is requested (see Appendix A).
If project involves collecting data, proposal narrative should include the following:

When and how data will be collected.
Expected participants (roles, schools, number, etc.).

Time commitment requested from participants for data collection, treatment, or instructional
procedures.

How schools will be recruited (note that school principals must grant direct permission for any on-
campus data collection and arrangements for data collection must be made directly with schools).

How individuals will be notified of and recruited for the study.

od 0O oOogg

If applicable, how parents/guardians will be notified of any data collection from students and how
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parental written permission will be sought for student participation.

[] If applicable, description of any compensation requester proposes to provide to participants other
than DCPS staff (see Appendix C).
If project involves collecting data, proposal should include final or near-final versions of the following
documents:

[J Copy of any recruitment materials, including letters to potential participants or schools.
[] Copy of all instruments (e.g., interview and observation protocols, surveys, assessments).
[J Consent forms to be given to participants and/or parents/guardians (see Appendix D).

4.3 Project Sponsor Requirement

Every research proposal must have a sponsor within DCPS. This requirement is designed to maximize the
benefit of research to DCPS students and staff, ensure alignment with DCPS’s strategies, and prevent
undue burdens or conflicts with DCPS'’s existing work.

Only the Office of Data and Technology is authorized to approve research. However, external researchers
may contact other Central Services offices directly to explain their project and request sponsorship.
Sponsoring a project is always optional for DCPS staff. Researchers are encouraged to work with the
sponsoring office or team to develop or refine a project. Strength of internal advocacy is considered when
reviewing proposals.

Allowed Sponsors

e All proposals require a sponsor from Central Services at the Director level or above. When a
Director is the sponsor, the letter of sponsorship must copy (CC) an office chief.

e Sponsors from Central Services should work in an area relevant to the focus of the proposed study.

e Employee exception: DCPS employees conducting research as part of a graduate or doctoral
program may request sponsorship from a school principal or cluster instructional superintendent
(IS) only if the research includes only primary data collection taking place on that campus (for a
principal) or within that cluster (for an IS).

e Employees conducting research may not serve as their own DCPS sponsors.

Sponsor Responsibilities
e The sponsor should provide a letter of support stating their support of the proposal. The letter
should explain the following:
o What participation in the study entails for DCPS, including any potential burdens (such as
data requests or participant time).
o How the study will benefit DCPS.
o How their team or office will use the research results, if applicable.
e When the project is reviewed, the Research Review Board may contact the sponsor with questions.
e If the project is approved and a memorandum of agreement (MOA) is required, the sponsor is
responsible for confirming the approval of the Deputy Chancellor or other Cabinet member in their
chain of command. The Cabinet member must sign the Cabinet Approval for Research Sponsorship
(available on the DCPS Research homepage) or add a signature to the letter of support.

Finding a Sponsor

Researchers who have not previously worked with a Central Services team may find the DCPS
organizational chart a helpful starting place. When contacting DCPS staff about sponsorship, researchers
are encouraged to include the Sponsor Responsibilities and Sample Letter document (available on the DCPS
Research homepage).
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5.1 Review Timeline

External Proposals

The Research Review Board will meet every two months to review external proposals. Reviews occur
during the final week of even-numbered months (October, December, February, April, June, August).
Complete proposals received by the second Friday of those months will be included in that cycle’s review.
Review dates are subject to cancellation or change without notice.

Employee Proposals

A subset of the Research Review Board will meet monthly to review proposals from DCPS employees

conducting research as part of a degree program. Employee proposals will be reviewed on the second
Thursday of every month. We will consider complete proposals received at least one week before the
scheduled review.

Adjustments

The Research Review Board may consider time-sensitive requests on a case-by-case basis. Researchers with
urgent timelines should contact researchrequests@k12.dc.gov as early as possible. Review dates are
subject to cancellation or change without notice.

5.2 Decision and Agreement Timeline

Decision Timeline
Within one week of the Research Review Board meeting, notifications will be emailed to project owners
and collaborators. Projects may be approved, granted conditional approval, denied, or deferred.

In some cases, the Research Review Board may have additional questions before making a final decision. In
these situations, we will make a final decision promptly once questions are answered and without waiting
for the next scheduled review meeting.

Agreement Timeline

When the decision is issued, researchers will be notified as to whether a memorandum of agreement
(MOA\) is required between the research institution and DCPS and whether that MOA will need to include
insurance requirements (see Responsibilities of Approved Researchers).

DCPS will provide the first draft of the MOA. If insurance is required, the draft will be sent to the DC Office
of Risk Management for review. As a legal document, MOAs will require review by the research
institution’s legal or contracts office. Review and revision, particularly if researchers request revisions to
insurance requirements, can take months.

We strongly recommend that external researchers submit a complete proposal for a scheduled review date
at least 6 months before the intended start date of research. We recommend that DCPS employees
conducting research as part of a graduate or doctoral program submit complete proposals no later than
the start of the semester before the research is scheduled to begin.
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These responsibilities apply to researchers whose proposals have been approved. Requirements may vary
depending on whether the researcher is affiliated with an external institution or a DCPS employee
conducting research as part of a graduate or doctoral program, as well as on the content of the research.

6.1 MOA Requirements

DCPS requires a memorandum of agreement (MOA) for most external research projects. The MOA outlines
legal responsibilities, data handling, and confidentiality expectations. For more information, see Appendix
E.

6.2 Insurance Requirements

Most external research projects will require insurance coverage. DCPS determines insurance requirements
based on project details, in consultation with the DC Office of Risk Management. For more information,
see Appendix F.

6.3 MOA Exceptions

Projects may be exempt from the MOA requirement if they meet the following criteria:

e Data collection involves only consenting adult participants.

e Data collection occurs off DCPS grounds and outside of DCPS time.

e Recruitment requires minimal or no assistance from DCPS staff.
Even if the project is expected to be exempt from the MOA requirement, researchers must still submit a
complete proposal and receive formal approval from DCPS. DCPS reserves the right to require an MOA for
any project.
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This page lists documents that are available for download on the DCPS home page for research (Conduct
Research or Obtain Confidential Data at DCPS).

Cabinet Approval for Research Sponsorship
Required form for projects that will require a memorandum of agreement (MOA), to be signed by the
relevant DCPS Cabinet member before an MOA is signed.

Consent Form Requirements and Sample
Guidance and example for obtaining informed consent from participants, including required elements for
DCPS approval.

Cover Sheet for DCPS Research Proposals
A cover sheet required for all research proposals submitted to DCPS, providing a summary of the proposed
project to support initial review.

DCPS Security Pledge
A required form for individuals accessing DCPS confidential data, outlining personal responsibilities under
FERPA and DCPS governance.

Proposal Checklist
A step-by-step list of required components for submitting a complete research proposal to DCPS.

Quick Guide for Employee Researchers
A concise reference for DCPS employees conducting research, outlining key steps, approvals, and
compliance requirements.

Release of Records Requirements and Sample
Instructions and template for requesting student records from DCPS, including required language and
documentation.

Sponsor Responsibilities and Sample Letter

Overview of expectations for DCPS sponsors supporting external research, including communication and
oversight.
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This page lists resources available on DCPS or other DC government websites. The DCPS Research Review
Board is not responsible for the accuracy, content, or ongoing maintenance of any external links.

A Capital Commitment: 2023-2028 Strategic Plan
Overview of DCPS’s long-term goals and priorities for student success and system-wide improvement.

DCPS Donation Process
Link to DCPS process for making donations to schools directly or via DCPS Central Services.

DCPS Fingerprinting (Background Check) Process
Link to DCPS process for completing a criminal background check, required for all non-DCPS personnel
conducting in-person data collection at DCPS campuses while students are present.

DCPS Organizational Chart
Visual representation of DCPS departments and leadership structure.

DCPS Publicly Available Data
Link to datasets and reports published by DCPS for public use and reference.

FOIA Request
Instructions for submitting a Freedom of Information Act (FOIA) request to DC government for records not

available through standard research channels.

OSSE Publicly Available Data
Link to publicly accessible data from the Office of the State Superintendent of Education (OSSE), including
enrollment and assessment data.
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Research Proposal Guidelines
Appendices

Appendix A: Conditions for Access to FERPA-Protected and Confidential Data

Relevant for: Researchers requesting individual-level data.

Summary: Explains FERPA exceptions, consent requirements, and confidentiality obligations for accessing
protected data.

Appendix B: Employee Research Ethics Guidelines

Relevant for: DCPS employees conducting research for a graduate or doctoral program.

Summary: Defines ethical boundaries for employee-led research, including restrictions on research
setting, to help avoid conflicts of interest or bias.

Appendix C: Compensation Guidelines

Relevant for: Researchers offering compensation to participants.

Summary: Outlines rules for compensating students, families, and schools; prohibits direct compensation
to DCPS staff.

Appendix D: Parent/Guardian Consent Requirements

Relevant for: Researchers collecting data from students under age 18.

Summary: Establishes DCPS’s requirements for obtaining active, written parental consent for student
participation in research, including protections under the Protection of Pupil Rights amendment (PPRA).

Appendix E: MOA Requirements Summary
Relevant for: External researchers whose projects require a formal agreement.
Summary: Describes legal responsibilities, data handling, and confidentiality expectations under the MOA.

Appendix F: Insurance Requirements Overview
Relevant for: External researchers whose projects involve student data or interactions.
Summary: Lists required insurance types and submission instructions, determined by DC ORM.

Appendix G: Data Request Process

Relevant for: Researchers requesting existing DCPS data.
Summary: Explains procedures for requesting and sharing data, including timelines and limitations.
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This appendix is for researchers requesting individual-level data. It explains FERPA exceptions, consent
requirements, and confidentiality obligations for accessing protected data.

Student Data

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. A researcher may access student
education records, including deidentified records, in two ways:

1. FERPA Exception

FERPA exceptions allow schools to disclosure information from a student’s education record
without explicit 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.

If receiving data under a FERPA exception, the research organization will need to sign a DCPS
Memorandum of Agreement (MOA) outlining data protection responsibilities (see Appendix E) and
all individuals with access to the data will need to sign the DCPS Security Pledge (available on the
DCPS Research homepage).

2. Written Informed Consent

If the proposed research does not fit a FERPA exception, or if the researcher’s agreement with
DCPS does not cover access to FERPA-protected student data, the researcher must obtain written,
informed consent from a parent/guardian or adult student. See the Release of Student Records
Form Guidance and Sample (available on the DCPS Research homepage).

Employee Data

DCPS treats all individual-level employee data as confidential. This includes, but is not limited to,
employment records, evaluation data, and any information that could identify a specific staff member.
Proposals requesting employee data will be reviewed with additional scrutiny. A researcher may access
employee data, including deidentified records, only when:

1. The proposed research provides a compelling justification for the request, including a clear benefit
to DCPS.

2. The data request is narrowly tailored to the research question and avoids unnecessary personal
data.

3. The researcher’s institution signs a Memorandum of Agreement (MOA) with DCPS outlining data
protection responsibilities (see Appendix E).

4. Allindividuals with access to the data sign the DCPS Security Pledge (available on the DCPS
Research homepage).
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This appendix is for DCPS employees conducting research as part of a graduate or doctoral program. It
outlines additional ethical expectations designed to help employee researchers avoid conflicts of interest
and ensure high-quality, unbiased research. These guidelines supplement, but do not replace, any
requirements laid out in the main body of this document.

Limitations on research setting:

e Employee researchers may not collect identifiable (non-anonymous) data from individuals they
supervise or coach.

e DCPS will consider proposals involving data collection in the researcher’s own classroom, but
student participation must be voluntary and responses must be unbiased. Researchers should use
neutral instruments and clearly communicate opt-out options.

e In general, employees are encouraged to conduct research outside their own school or sphere of
influence whenever possible.

Limitations on data access:

e Employee researchers may not request confidential data about other DCPS employees—such as
evaluation records or other sensitive personnel information—unless there is a compelling
justification.

e All requests for employee data must meet DCPS’s confidentiality standards and will be reviewed
with particular care.

e Any approved access to such data will require a memorandum of agreement (MOA) with the
employee researcher’s educational institution, as described in Appendix E.

DCPS reserves the right to deny any proposal for any reason.
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This appendix is for researchers considering offering compensation to research participants. It outlines
rules for compensating students, families, and schools and prohibits direct compensation to DCPS staff.

There is no fee to conduct research in or request data from DCPS. Some researchers offer compensation
directly to student and family participants to express gratitude or to encourage participation. Researchers
are free to use the DCPS process for donating to the district or individual schools. Intentions to make
donations or compensate participants should be outlined in proposals and are subject to DCPS approval.

Donating to schools for participation in research

e Researchers may offer donations to schools that participate in research to express gratitude or to
incentivize participation. Any donations should follow the procedures outlined on DCPS’s website.

e Researchers are also free to make donations through organizations such as DonorsChoose.org or to
donate to school PTAs in accordance with the rules and regulations of those nonprofit
organizations.

Compensating teachers/staff for participation in research

e Researchers may not compensate DCPS employees (in money, gift cards, or goods and services) for
participation in a DCPS-approved research project. DCPS employees may not receive direct
compensation from outside sources for any activity that is part of their role as a DCPS employee.

e Researchers may donate directly to schools, as described above, and request that donations
support a specific teacher’s classroom.

e Researchers may make donations to a teacher’s classroom project through organizations such as
DonorsChoose.

Compensating students for participation in research

e Researchers are free to offer compensation directly to students for participation in research. DCPS
considers itself to not be involved in any such commitments or transactions.

Compensating parents/guardians for participation in research

e Researchers are free to offer compensation directly to parents/guardians for participation in
research. DCPS considers itself to not be involved in any such commitments or transactions.
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This appendix is for researchers collecting data from students under age 18. It establishes DCPS’s
requirements for obtaining parent or guardian consent for student participation in research, including
protections under the Protection of Pupil Rights amendment (PPRA).

Overview of Consent Requirements

DCPS requires active, written consent from parents or guardians in specific scenarios involving student
participation in research. These requirements are based on the Protection of Pupil Rights Amendment
(PPRA) and DCPS’s own policies to safeguard student privacy and well-being. The Consent Form
Requirements and Sample (available on the DCPS Research homepage) outlines the required elements of
consent forms.

Scenarios Requiring Active Parental Consent

DCPS requires active consent in the following cases:
e Surveys, analyses, or evaluations that ask students about sensitive topics listed under PPRA (see
Section 3 below).
e Face-to-face data collection, including interviews and focus groups.
e Audio orvideo recordings of students.
e Any data collection involving direct interaction with students that could reasonably be expected to
elicit personal or sensitive information.

Sensitive Topics Requiring Consent Under PPRA

Written parent/guardian consent is required when students are asked to provide information on any of the
following topics considered sensitive under PPRA, regardless of the research funding source.
Political affiliations or beliefs.
Mental or psychological problems.
Sexual behavior or attitudes.
Illegal, anti-social, self-incriminating, or demeaning behavior.
Critical appraisals of other individuals with whom respondents have close family relationships.
Legally recognized privileged relationships (e.g., lawyers, physicians, ministers).
Religious practices, affiliations, or beliefs of the student or parent.
8. Income (except when required by law for program eligibility).
Parents/guardians must be informed of the specific topics before being asked to consent to their child’s
participation.

NoukwnNe

Scenarios That May Not Require Active Consent

If none of the conditions listed above apply, passive consent for student participation may be appropriate.
In such cases, researchers must:

e Clearly notify parents/guardians of the nature and purpose of the research.

e Provide a reasonable opportunity for parents/guardians to opt their child out of participation.

e Ensure that all materials are available for review upon request.

e Document the notification and opt-out process.
All research activities must still be reviewed and approved by DCPS, and passive consent procedures must
be described in the proposal. DCPS must approve the use of passive consent and reserves the right to
require active consent for any data collection.

DCPS Requirements for Parental Review of Research Materials
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In addition to the protections outlined in the Protection of Pupil Rights Amendment (PPRA), DCPS requires
that parents and guardians be allowed to review any research materials that will be used with their child,
regardless of topic or funding source. This includes surveys, interview questions, focus group prompts, and
instructional materials. Researchers must provide copies of these materials upon request and include them
with consent forms submitted to DCPS.

Waiver Requests

Researchers may request a waiver of the active consent requirement described above if and only if the
data is required for federally mandated reporting AND no other system currently exists to collect the data.
To be considered for a waiver, researchers must implement the following:

Document efforts to obtain informed consent, including following up with parents/guardians
individually.

Mitigate risks through debriefing sessions and support resources.

Clearly document the project’s purpose, including its requirement to meet federally-mandated
reporting, as well as data access protocols and protections.

Submit waiver requests early enough to allow time for full consent procedures if the waiver is
denied.

Re-submit waiver documentation annually, including any changes to data collection instruments or
procedures, for multi-year projects.
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This appendix is for external researchers whose projects require a Memorandum of Agreement (MOA) with
DCPS. It summarizes the legal, operational, and data-protection responsibilities that institutions must agree
to when conducting research in partnership with the district.

Note: Most external research projects require an MOA between DCPS and the researcher’s affiliated
institution. Because the MOA is a formal legal agreement that must be reviewed and signed by an
authorized representative at the institution, researchers are encouraged to inform their contracts or legal
team early in the proposal process to avoid delays once a project is approved.

Some projects may be exempt from the MOA requirement. These generally include studies involving only
consenting adult participants, research conducted entirely off DCPS grounds and outside DCPS time, or
projects requiring minimal assistance from DCPS staff. See Section 6.3 for the complete list of criteria and
important caveats.

Required MOA Elements

Liability and Indemnification
The institution must agree to defend, indemnify, and hold harmless the District of Columbia Government
and its personnel from any claims arising from the research. DCPS will not be liable for any such claims.

Data Management

Researchers must delete all raw data upon project completion. Data collected during the project or
received from DCPS may not be retained beyond the expiration of the MOA. Exceptions may be granted for
legal or grant-related requirements to retain a single copy. DCPS may preserve a copy of the data or related
materials (e.g., codebooks, analysis files) upon request.

Background Checks

All non-DCPS personnel conducting in-person data collection at DCPS campuses while students are present
must complete a criminal background check, as required by the Criminal Background Checks for the
Protection of Children Act of 2004 (D.C. Code § 4-1501.01), along with any other background checks
required by DCPS. Researchers must follow the DCPS Contractor Clearance process. See the DCPS website
for more information on the process and a link to the DCPS Clearance Application.

Confidentiality

MOAs require that individual participants cannot be identified in published reports or presentations. In
most cases, schools and DCPS itself must also remain unnamed. Any exceptions must be clearly requested
in the research proposal.

Publication and Reporting

Researchers may publish, present, or use findings in accordance with scientific standards, provided
confidentiality requirements are met. Proposed publications or presentations must be shared with DCPS
for a confidentiality review at least 14 days prior to submission or presentation. In some instances, and at
its sole discretion, DCPS may also require the right to approve proposed publications or presentations.
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This appendix is for external researchers whose projects require insurance coverage as part of the research
approval and MOA process. Most research conducted by external institutions will require insurance, and
researchers should be prepared to work with their institution to secure evidence of the required policies.

Insurance requirements are set by the DC Office of Risk Management (ORM) based on the project activities
and data needs. Requirements and coverage limits vary by project.

Common Insurance Requirements

e Technology Liability/Cyber Liability: Typically required for any project involving the transfer of
FERPA-protected or other confidential DCPS data.

e Sexual Abuse and Molestation Insurance (SAM): Typically required for any project involving in-
person interaction with students.

e Other Liability Coverage: Depending on project details, ORM may require additional coverage such
as Commercial General Liability (CGL), Professional Liability (Errors and Omissions), Workers’
Compensation, Employers’ Liability, or Umbrella or Excess Liability.

Documentation
A certificate of insurance meeting requirements must be submitted before the MOA is finalized. While
requirements vary, ORM typically requests the following documents for review:
e A certificate of insurance evidencing all required coverages and terms;
e The Government of the District of Columbia listed as both Additional Insured and Certificate
Holder; and

e Policies that include a Waiver of Subrogation in favor of the Government of the District of
Columbia.
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This appendix is for researchers requesting access to existing DCPS confidential data. It outlines the
procedures and timelines for submitting data requests, as well as important considerations around data
availability and frequency of requests.

Requesting Data

Researchers must email their data requests to researchrequests@k12.dc.gov. Requests should include a
clear description of the data needed, the purpose of the request, a copy of the fully executed MOA, and
the project’s approved DCPS research ID. Only researchers with approved proposals and signed MOAs may
request confidential data. Datasets are shared with researchers using Box.

Timeline

DCPS aims to complete most researcher data requests within 30 business days (approximately six weeks).
Some requests may require additional time depending on complexity, data type, or staff workload.
Researchers are encouraged to plan timelines accordingly and avoid requesting data on urgent or
compressed timelines.

Availability of End-of-Year Data

End-of-year (EQY) data are not fully available until after DCPS completes its annual rollover process in
August. Summative assessment (currently DC CAPE) results are not released until August and generally
cannot be shared until September.

Frequency of Data Requests

Projects should generally request data no more than once per year to reduce burden and ensure
consistent, high-quality data preparation. In limited circumstances, DCPS may consider data requests twice
per year, particularly when required for mandatory or grant-related reporting.

Important Notes

Data will be shared only with individuals who have completed all required agreements and security
protocols. All data remain subject to FERPA, DCPS confidentiality standards, and any additional protections
outlined in the project’s MOA.
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