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Getting Started with Research at DCPS: Employee Quick Guide

Who Should Use This Guide

This guide is for DCPS employees who want to conduct research in DCPS as part of a graduate or doctoral
program. It is intended to introduce employees to the research process, but does not replace the complete
Process and Requirements to Conduct Research available on the DCPS Research homepage
(https://dcps.dc.gov/page/conduct-research-or-obtain-confidential-data-dcps).

If you're writing a thesis, dissertation, or capstone project and want to use existing DCPS data or collect data
from DCPS students, staff, families, or schools, read on!

Step-by-Step: What You’ll Need to Do
1. Make sure you’'re eligible. You must:

e Beacurrent DCPS employee.

e Be enrolled in a graduate or doctoral program.

e Have aresearch idea that involves DCPS students, staff, schools, or data.

2. Find a sponsor. You'll need a DCPS sponsor who supports your project and can speak to how it will
benefit DCPS.

e If your research only involves your school, your principal can sponsor you. If it involves only your
cluster, your instructional superintendent can sponsor you.

e Ifitinvolves more than one school or you will request student data from Central Services, you’ll
need a Central Services director, deputy chief, or office chief whose work is relevant to your
project. Your sponsor doesn’t have to help with your research, but they should understand what
it involves and why it matters.

e It's fine to reach out to someone you haven’t spoken to before! Include information about your
study and share the Sponsor Responsibilities and Sample Letter, which you can find on our DCPS
Research homepage.

e You can’t be your own sponsor, even if you're a principal or director.

3. Get your university’s approval.

e Before DCPS can review your proposal, your university must approve it through their
Institutional Review Board (IRB). DCPS’s Research Review Board is not an IRB.

e If your IRB will not finalize approval until you have evidence of approval from DCPS, you can still
submit your proposal. Explain this in the application form.

4. Prepare your proposal. To submit a proposal, you'll need:

o A letter of support from your sponsor.

e The Cover Sheet for DCPS Research Proposals (available on the DCPS Research homepage).

e Your IRB approval letter.
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e Your proposal narrative, including descriptions of your methods and data collection plan.

e Copies of any surveys, interview questions, or consent forms.

e Use the Proposal Checklist, which you can download from our DCPS Research homepage, to be
sure you've got everything.

5. Submit and Wait for Review.

e Employee proposals are reviewed monthly. We post the cadence on our DCPS Research homepage. In
general, we consider all complete proposals received at least one week before the Research Review
Board meeting.

e DCPS employee researchers should submit their proposals at https://forms.office.com/r/2Xr43uGTLv.

You will need to be logged in to your DCPS account to open the form.

e You will upload all your materials at the time of submitting the form, so make sure to have everything
on hand. Some of the form fields are copied and pasted straight from the Cover Sheet, so it will help to
have that open.

6. Set up an Agreement. For many projects, DCPS requires a memorandum of agreement (MOA) between your
university and DCPS.

e An MOA will be required if you are using existing student or staff data or collecting data from students.

e An MOA probably won’t be required if every participant in your project is a consenting adult.

e DCPS will generate an MOA draft for you to share with your university’s legal or contracts office for
review. If they request changes, the DCPS Office of the General Counsel will need to approve. When
both sides have agreed, the university will sign, followed by the DCPS Chancellor.

e If your project is approved and requires an MOA, your DCPS sponsor has an extra task: they need to
confirm that the Cabinet member in their reporting structure approves of the study.

7. Start Your Research!

e If your project doesn’t require an MOA, you can start your research as soon as it’s approved.
e If your project does require an MOA, you can start once the MOA is signed by your university and DCPS.

Review Considerations

The DCPS Research Review Board evaluates proposals through a district-specific lens, focusing on alignment with
DCPS priorities, district capacity, and the well-being of students and staff. Below are some characteristics of
strong proposals, with notes on common red flags to avoid.

e Minimize disruption: Protect instructional time and avoid placing undue demands on staff or students.
e Avoid: Excessive burden, such as district-wide surveys, data collection disrupting instructional
time, or extremely large data requests.
e Ensure voluntary participation: Students, families, and staff must be free to opt out without pressure.
e Avoid: Missing consent forms. Include participant and parent/guardian consent forms with your
proposal.
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e Limit influence: Whenever possible, conduct research outside your own school or sphere of influence to
reduce bias and protect participant autonomy.
e Avoid: Situations where staff members may feel obligated to participate or respond a certain
way.
e Use safeguards in classroom research: Teachers may collect data in their own classrooms, but must use
caution and best practices to ensure voluntary, unbiased participation.
e Avoid: Instruments that include leading questions or situations where students may feel
pressure to respond a certain way.
e Align with DCPS strategy: Your project should support existing school or district initiatives, with backing
from relevant sponsors.
e Avoid: Projects that overlap with existing DCPS initiatives but lack support from the relevant
team or office.

Policy Reminder: Employee Research Ethics

DCPS policy prohibits employees from collecting identifiable data from individuals they supervise or coach.
This rule and other guidelines are outlined in the Process and Requirements to Conduct Research or Obtain
Confidential Data, Appendix B: Employee Research Ethics Guidelines, and applies to all employee research

proposals.

Timeline Considerations
We strongly recommend submitting a proposal at the beginning of the semester before you want to start your

research (or sooner). Proposals are reviewed monthly, and the Research Review Board might have follow-up
questions for you or your sponsor.

If your project requires an MOA, consider submitting earlier—DCPS and your university will take time to agree
on MOA language and sign the document. If you think your project will require an MOA, discuss with your
advisor what the process to get a legal document signed looks like at your university.

Questions?
Reach out to the DCPS Research Review Board at researchrequests@k12.dc.gov. We’re happy to help you
navigate the process.

As a next step, we encourage you to review the full Process and Requirements to Conduct Research or Obtain
Confidential Data, which has more detail about different stages of the policy and DCPS governance for FERPA-
protected data, parent/guardian consent, etc. Our DCPS Research homepage also includes many resources,
including templates for student release of records forms and parent/guardian consent forms.
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