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I. Introduction

The Denver Public Schools, District No. 1, fulfills an important and responsible role in public education in Colorado.  The district, therefore, should lead the way in encouraging valid and meaningful research whenever possible.  The first responsibility of the district is the education of children in Denver, and any cooperation with research must occur within the context of this primary obligation.

The Denver Public Schools is supportive of research projects and pilot programs conducted in the district.  These projects may include any systematic study of present practices or proposed improvements, must be designed soundly, and must be consistent with the overall philosophy and policies of the school district. The aim of the procedures that have been developed for research requests is to maintain an open attitude toward cooperative research, while, at the same time, ensuring that it will not interfere with instruction and the efficient operation of the school district. 

Improvement of practices in the educational setting includes (1) the assessment of current operational procedures in relation to predetermined objectives, (2) the making of informed decisions concerning possible modifications of the practices, and (3) the encouragement of staff members to become informed of recent instructional developments.  Therefore, the Denver Public Schools recognizes a responsibility for initiating or participating in research activities to carry out these tasks. 

The administration of research programs in the Denver Public Schools is the responsibility of the Internal Review Board (IRB).  The IRB is comprised of members from various DPS offices and is facilitated by the Department of Planning and Analysis. The responsibilities of the IRB include (1) approval of research proposals, (2) monitoring of projects, (3) coordination of research projects, and (4) dissemination of research findings to staff members.  

II. General Policies

The guidelines for conducting research projects and pilot programs are as follows:

1. All external data or research requests must be submitted to the IRB for approval before beginning the research project.

2. The study must have the potential for making a definite contribution to the educational profession in general and/or to the programs of the Denver Public Schools in particular.
3. The study must be pedagogically sound.  Also, it must be feasible to carry out in terms of the amount of time involved, the numbers of teachers and students participating, and the possible expense to the district.  It must not impose undue burdens upon students, staff, or other resources such as DPS funds or volunteers.
4. There must be a reasonable certainty that no child in the Denver Public Schools will suffer educationally or otherwise as a result of the research.
5. The overall design of the study must be sound and have the potential for successful completion.
6. The study must protect the privacy of students and staff and ensure compliance with state and federal law. The Federal Educational Rights and Privacy Act (FERPA) is based on the idea that information about an individual student is private and confidential and generally may only be accessed with parent consent. 

The policies and guidelines are not intended to discourage the development of creative projects, but are set forth to ensure the greatest benefit from the time and resources expended.
III. Procedures
Who needs to submit an External Application Request?
· Independent research conducted by individuals, organizations, or agencies outside of DPS 

· Research conducted by DPS employees for personal purposes outside of their work duties and/or work hours (e.g. research for the completion of a master’s thesis or doctoral dissertation)
· Product research conducted by company or entity to study a product’s effectiveness for potential sale to the DPS
· Research and intensive or extensive evaluation conducted by individuals or groups that have established programs within DPS (e.g. grantees, foundations, service providers)

IRB review process

1. Applicant must submit a complete application (IRB deadlines for specific meeting dates are provided in Appendix D).
2. The IRB meets bi-monthly to evaluate the applications (see Appendix C).
3. Applicants will be notified of the IRB decisions within 10 business days of the meeting. Potential decisions include:
a. Conditional approval of the request as submitted (and referral for Board of Education action where appropriate).  Final approval for a study to be conducted in a school will be granted after receiving principal consent (see Appendix E).
b. Conditional approval of the request, with inadequacies identified; permission for the study may result if these are corrected. Corrections should be resubmitted within (30) days of notification along with the Modification Coversheet (see Appendix B).
c. Rejection of the request. The IRB reserves the right to reject applications that are incomplete, inappropriate, or do not align with the district’s educational goals.
Submission of application

Submit six paper copies and one electronic copy (CD) of all necessary documents (as described in section IV Research Request Submission Components) to:

Denver Public Schools

Dept. Planning and Analysis

Attn: Internal Review Board

900 Grant St. Rm 402

Denver, CO 80203

IV. Research Request Submission Components
Cover Sheet


Complete the Request to Conduct Research Coversheet (see Appendix A).
Executive Summary or Abstract 

Synopsis of the proposed research including research purpose, individuals (e.g., students, teachers, etc.) included in research and length of time data collection is to take place (no more than 200 words). This statement is necessary so that persons unfamiliar with the research will be able to understand, in a short time, what the researcher is proposing.

Full Proposal
The proposal must contain the following elements, when applicable, in the order outlined below
1. Project title
2. Researcher status and title: Statement naming primary investigator, title and status (e.g., student, professor, director, etc.) within institution or organization. DPS employees must disclose DPS employment status and position in this section. 
3. Statement of purpose, research problem, and rationale for conducting research
4. Research questions and hypotheses
5. Benefit/cost to Denver Public Schools, the profession of education, and/ or educational setting
6. Methods
a. Sample: number of students, grade levels, procedure for selecting the sample.

b. Data collection methods: interviews, surveys, test scores, video/audio taping, etc. Describe what the participants will be asked to do, time involvement of participants, etc.

c. Instruments: interview protocol, questionnaire, etc.  Attach copies of all instruments used.

d. The method to be used for analyzing or evaluating the results

e. Research timeline: must include start and end date of all research activities, data collection, and reporting of results. 

7. Human subject protection
a. Procedures to ensure participant confidentiality and privacy
b. Benefit, compensation, and risk to participants
c. If the study requires direct contact with participants or the collection of information that may lead to the identification of participants, attach active consent letters or parental/guardian consent letters in the cases where the participants are minors. Refer to Consent Letter Checklist for letter content requirements (see Appendix B).  If there is the possibility that parents and/or students speak a language other than English, forms in appropriate alternative languages must be provided.
8. If applicable, briefly describe how the project is funded.

9. Describe plans for the dissemination of research findings.
V. Conducting the research
After the proposal has been approved, the researcher must comply with the following:
1. The procedure must be carried out according to the original proposal, as approved. 
2. Any major deviation from the approved proposal must have prior clearance.  The applicant must complete the Modification and Continuing Review Process Coversheet (see Appendix C) and attach a brief description and rationale for the proposed changes.
VI. Dissemination of results
Once the study has been conducted, the researcher must submit a report of the findings to the IRB as specified in the research timeline, to be distributed to the appropriate audience. 
DPS reserves the right to provide comments or suggestions that the author will consider prior to dissemination and/ or publication of findings.  Further, DPS reserves the right to restrict dissemination and/ or publication if participant, school and/ or district anonymity is compromised.
Appendix A: Request to Conduct Research Coversheet












Date__________

I. Background

Title of the Study ___ School Attendance Boundary Information System (SABINS)___
Name of Researcher ____Dr. Salvatore Saporito_______ Phone (work)___757-221-2604_____

Street address: College of William and Mary_ P.O. Box 8795 City: __Williamsburg State: Va Zip: 23185
E-mail address: _________sjsapo@wm.edu____________

Agency or Institution Sponsoring Study_____National Science Foundation________________

DPS Employee:   YES   NO    If YES, School or Department_____________________

Indicate what type of data the researcher will collect:

___ Primary Data¹ 

_x_ Secondary Data²

If, primary data will be used, indicate which of the following individuals will participate in the study:
___ Students

___ Teachers

___ Other
II. Application checklist: Check all applicable boxes and submit with your proposal (X or N/A)

	x
	Executive summary

	x
	Research proposal (submit 6 paper copies and 1 electronic copy)

	NA
	Copy of informed consent letters (for teachers and/ or parents as appropriate)

	NA
	Copy of survey or other instruments

	NA
	Copy of Institutional Review Board approval (signed letter)


III. Agreement

If granted permission to conduct this research in the Denver Public Schools, District No. 1, I agree to follow the guidelines for conducting research as described in the External Research Request Handbook.
___________________________________ 

_________________________________________
Signature of Researcher



Signature of Research Supervisor (if applicable) 

Submit all materials to:
Denver Public Schools

Dept. Planning and Analysis

Attn: Internal Review Board

900 Grant St. Rm 402

Denver, CO 80203

_____
¹ Primary data- data that has not already been collected; the researcher will actively participate in the data collection process
² Secondary data- data that DPS maintains; the researcher has no involvement in the data collection process

Appendix B:  Checklist for the Informed Consent Form
All external research surveys, assessments, analyses or evaluations require the prior written and active informed consent of a parent or legal guardian on behalf of a minor student before data collection commences.  Regardless of the sponsoring university or agency’s requirements, parent consent form must be written in easily understood language.  If needed, the informed consent form should be translated into students’ home language and submitted with the research request application.  The consent form must provide the following information: 

· Title of the study and identification of the researcher(s) conducting the study (e.g., doctoral candidate at University of Colorado)
· The purpose(s) for collecting data (e.g., to learn about foreign language acquisition in primary school students)
· Description of what participants will be asked to do (e.g., complete a written survey, respond to a group interview with eight other students)
· Amount of time required of participants
· Notice that participants will be audio- or videotaped (if applicable) with an explanation of how the recordings will be used and what happens to the tapes after the research is completed
· Description of any individually identifiable student data to which the researcher seeks access (e.g., test scores, attendance records, address and phone number) and how and when data will be destroyed. There must also be a separate yes/no check box referring to the release of student level data
· Notice that all information will remain confidential
· Notice that participation is entirely voluntary and participants may withdraw from the study at any time, without negative consequences
· Notice of any reasonably foreseeable risks or benefits to the participant
· A local or toll free telephone number of researcher(s), so that the parent or participant may call if there are questions or concerns
· Space and lines for the student’s name and parent/guardian signature. There must be a check-off for either consent or refusal to participate and the parent signature must refer to “Yes, I agree to have my child participate” or “No, I do not give consent for my child to participate”. Active consent, i.e., signature approving participation, is required under the federal Protection of Human Subjects regulations. Passive consent, failure to object after notice, is not sufficient
· The consent form must not be longer than one page

· In addition, the Protection of Pupil Rights Amendment (PPRA) passed under the No Child Left Behind Legislation requires that parents/guardians have access to the materials that will be used in school with their children. Therefore, all consent forms should include the following text: 

Parents please be aware that under the Protection of Pupil Rights Act, you have the right to review a copy of the questions asked of or materials that will be used with your students. If you would like to do so, you should contact [INSERT RESEARCHER NAME] at (XXX) XXX-XXXX to obtain a copy of the questions or materials. 

Appendix C:  Modification Coversheet











            Date__________

I. Background

Title of the Study _________________________________________  Original Approval Date __________

Name of Researcher_____________________________________         Phone (work) _________________

Street address: _____________ City: ____________________ State: ________________   Zip: _________


E-mail address: __________________________________________

Agency or Institution Sponsoring Study______________________________________________________

DPS Employee:   YES   NO    If YES, School or Department_____________________

II. Indicate purpose of the submission (select all that apply): 


____ Modification


Select all that apply and submit six copies.
	
	Statement of purpose, research problem, or justification of research

	
	Research questions or hypotheses

	
	Benefit/ cost to DPS schools and education

	
	Methodology

	
	Human subject protection


____ Extension to research timeline 

Anticipated end date: __________

Extension will only be granted one year at a time.  An IRB renewal letter must be provided.  If there are modifications to the proposal complete the section above and submit the changes.
Submit materials to:

Denver Public Schools

Dept. Planning and Analysis 
Attn: Internal Review Board

900 Grant St. Rm 402

Denver, CO 80203

Appendix D:  DPS Internal Review Board Calendar
Submission Deadline


Proposed Meeting Date
	March 27, 2009
	April 21, 2009

	April 24, 2009
	May 19, 2009

	May 29, 2009
	June 16, 2009

	June 26, 2009
	August 11, 2009

	July 31, 2009
	August 25, 2009

	August 28, 2009
	September 22, 2009

	September 25, 2009
	October 20, 2009

	October 30, 2009
	November 17, 2009

	November 20, 2009
	December 15, 2009

	December 18, 2009
	January 19, 2010


Please note: 

· Researchers should submit their research proposal at least 60 days in advance of when they plan to begin research activities. 
· Deadlines for submission are firm – there are no exceptions. 
· Proposals must be received by 5pm on the deadline date. Proposals sent on the deadline date and received the week after will be reviewed during the next cycle. It is recommended to send your proposals well in advance of the deadline date.  Based on number of proposals received by the deadline, some may be postponed to the next cycle.  This decision is based on the resources available to the Internal Review Board.  Proposals will be handled in a first in, first out priority.
· There are no meetings in July. 
Appendix E: Principal Consent Form
I.  Research Background (to be completed by researcher)
Title of the Study _________________________________________  Original Approval Date __________

Name of Researcher_____________________________________         Phone (work) _________________

Street address: _____________ City: ____________________ State: ________________   Zip: _________


E-mail address: __________________________________________

II. Description of Research Proposal

Researcher is to provide the principal with a copy of the executive summary.

III. Agreement (to be completed by principal)
I, ___________________________, principal of _______________________school, understand

· the study and what it requires of the staff, students, and/or parents  in my school,

· that the proposed research study has been reviewed and approved by the DPS Internal Review Board as valuable and sound,

· that the privacy and confidentiality of any staff or student will be protected,

· that I have the right to allow or reject this research study to take place at my school,

· that I have the right to terminate the research study at any time,
· that I have the right to review all consent forms and research documents at any time during the study and up to three years after the completion of the study.

· I grant permission to the researcher to conduct the above named research in my school as described in the proposal. 
· I DO NOT grant permission to the researcher to conduct the above named research in my school as described in the proposal. 

· I understand that Denver Public Schools, not the individual school I represent, is the owner of all data relevant to this research project and that I may request school level data whenever it is an option from the Department of Planning and Analysis.
.
________________________________

Signature of Principal
Denver Public Schools


Internal Review Board


Request to Conduct Research Coversheet





Denver Public Schools


Internal Review Board


Modification Coversheet
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