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Research Review Process
CONDUCTING RESEARCH IN THE GUILFORD COUNTY SCHOOLS
The Guilford County Schools Research Review Committee is charged with maintaining a record of research conducted within Guilford County Schools and providing details of the research to district personnel. Individuals or institutions interested in conducting research in the Guilford County Schools must submit a written proposal in compliance with the following procedure. The Research Review Committee will review all proposals. Approval for implementation of the research project will be based on the relevance, quality, merit, and whether the research and methodology are in the best interest of the Guilford County Schools students, staff and community.

All research must meet the standards for evaluation as established by the Joint Committee on Standards for Educational Evaluation. Inquiries regarding these standards should be directed to the Data and Evaluation Department.

Research requiring approval

Research that involves the collection of data from students, teachers, and administrators, through processes such as the examination and/or collection of information from files, records, tests, or surveys, direct observation, focus groups, or individual interviews, requires submission of a research proposal to the Research Review Committee. Examination and/or collection of information from students or teacher files will be governed by the regulations set forth in the Individuals with Disabilities Education Act (1997), Family Educational Rights and Privacy Act, and applicable Guilford County Schools' policies and procedures.

If a Guilford County Schools’ employee or intern seeks to conduct a research study involving students or teachers to fulfill the requirements for a dissertation, thesis, or university course, a proposal must be submitted in compliance with this procedure.

Research not requiring approval
Studies conducted by employees as part of their normal job responsibilities are exempt from this review process. Studies conducted by outside agencies contracted by Guilford County Schools to assess the district’s needs or programs are also exempt from this review process.

Studies conducted by an institution that examine the effects of that institution’s program within the school district do not require approval through this process, except when information from student or teacher files are required and this information was not requested in the original program proposal. The institution is required to notify the Research Review Committee of its actions.
Research exempted from the requirements of the review process is still subject to applicable federal, state, North Carolina Public School Laws and other relevant Guilford County Board of Education policies and procedures. The research project must also comply with ethical standards for research in education.

Requirements for Presentation of a Research Proposal
The researcher(s) must provide the following documentation:

1.  A cover letter providing information on the research title, principal researcher(s) and contact details, signed by one of the principal researcher(s).

2.   A title page that provides the name of the project, the principal researcher(s) and their institutional affiliations and the date of preparation.

3.  An abstract of no more than 200 words which summarizes the research rationale, the proposed participants, and the potential for providing information to the educational community.

4. A Research Application Summary Form (see attached) that describes pertinent facts, information, and procedures about the research project. This completed form must be presented to participants and parents or guardians of minor-age students when they are asked to give consent for student participation.
5.  A research proposal that presents the following information:


A.
The Purpose of the Research (maximum of 3 pages):

This section should describe the motivation and rationale for the study. An in-depth literature review is NOT required. The section should also include a statement of the potential value of the study to the Guilford County Schools and to education in general.


B.
Description of the Study:


This section should identify the participants in the research program. The researcher(s) should specify the number, grade level, and characteristics of the participants and/or schools to be involved. If students, teachers, or administrators are to be assessed in any manner (e.g., tested, interviewed or surveyed), the process and the length of the process should be described. Descriptions of the sampling and the participant selection processes should be included. A description of the interventions to be used, data collection, analysis procedures, and methods to protect participants from risk and invasion of privacy must also be provided.


C.
Requirements for conducting the research:

The researcher(s) must describe the amount of teacher, student, and administrator time needed and the physical resources required, such as classrooms and access to special facilities. If students and teachers are involved, the potential for classroom disruption must be detailed.


D.
Instrumentation and other documents:

Information about any instruments, observation schedules, curriculum materials, letters, or other documents to be used in the research must be provided to the Research Review Committee. The researcher(s) must present details for all instruments specifying the age/grade appropriateness, time required, and the reliability and validity of the instrument if that information is available.
         
If the instrumentation to be used is commercially available or has been reviewed and referenced in material such as The Buros Mental Measurement Yearbook, the researcher need only describe the instrument to be used and indicate the reference information. If the instruments are peculiar to the research program or have not been referenced above, the researcher(s) must attach copies of the actual instruments.


E.
Consent Forms:

Written consent must be obtained from active participants or from parents or guardians of minor-aged students (i.e., students under the age of 18 years) participating in research projects, except for studies involving observation of unidentifiable students engaged in normal school activities.  Parents must be notified of their right to review all curriculum materials, questionnaires, and survey instruments that are to be used in the research study.  The parents will be informed that the principal of their child’s school will have copies of the materials for review at least two weeks prior to the deadline for return of the consent form.


Written consent must be obtained from active participants, or from parents or guardians of minor-age student participants for studies involving identified students or access to student records. Where age and task appropriate, the individual student’s written consent is also required. The researcher MUST obtain a completed Guilford County Schools Guardian/Parent Research Consent Form giving permission for participation signed by the parents or guardians and, where appropriate, the student (examples of these forms are attached to this procedure).


District personnel, including teachers, who participate in the research, must also give their consent. All prospective participants must be given adequate information that allows them to make informed decisions regarding participation in a proposed research project.  Consent must be provided in written form for studies that involve identified personnel or access to personnel records. An example of this form, the Guilford County Schools Research Consent Form, is attached to this procedure.


Consent letters should include the following:
· The purpose of the research.

· The procedure and criteria for selecting participant.

· The procedure to be followed, including a description of the participant’s involvement.

· Anticipated benefits for general educational knowledge. 

· Possible physical, legal, psychological, or other risks. 

· Parents’ right to review curriculum materials and survey instruments prior to signing the consent letter. 

· Whether the participants will be personally identifiable, and to whom.

· To whom results will be available, and for what purposes. 

· The person to whom inquiries should be addressed before, during and after the project. 

· That the school district is not conducting or sponsoring the research project.


The following information MUST be presented in writing to all research participants:
· The participant’s right to withdraw consent at any time.

· The parent’s or guardian’s right to withdraw consent at any time.

· There will be no adverse consequences for students, parents (or guardians) for not participating in the study.

Other notes about Informed Consent

Please note that when informing students, parents, and teachers of the purpose(s) of your research the written and oral language you use should be clear, concise, and age appropriate.


F.
 Timeline:

The timeline should outline projected dates for implementation and reporting of preliminary and/or final results to the school district and participants. 


G.
Researcher(s) Background Information:

The principal researcher(s) must provide information that describes the background and qualifications, such as a résumé or curriculum vita, which should include a statement of related research along with the researcher’s course work and experience. Background information on others assisting with data collection should also be included. In addition there should be contact information provided including the addresses, telephone numbers, and email addresses of the researcher(s) during the project.


H.
Other information:

The researcher(s) should present any other information they believe to be relevant to the review process. This should include details such as the amount of reimbursement to be paid (if any) to participants, or approval by any other research review committee (e.g., Human Subjects Review Committees, a granting body). 


If the researcher is affiliated with an institution (e.g., university) that maintains a Human Subjects Review Board, that committee must also approve the proposed research.

Review of Proposals
The Program Specialist for Evaluation chairs the committee. The Chair selects a Review Committee that reflects the nature of the proposal being reviewed. Meetings are scheduled at the discretion of the committee chair.

The Research Review Committee will review each proposal using the general guidelines and criteria developed by the committee. The proposal shall be accepted or rejected by a majority vote of the committee. Any committee member may request, through the Chair, that the researcher(s) meet with the committee to discuss or provide additional information regarding the proposal. The researcher(s) may also request to meet with the Chair to clarify or provide additional explanation regarding the proposal.

Implementation of Research
Committee approval does not constitute an establishment of a joint research program between the researcher(s) and Guilford County Schools. Committee approval only provides permission to access the schools, students, and personnel within the district. Committee approval does not guarantee that a study can or will be conducted. If the proposal is approved, the Research Review Committee will notify the researcher. It is the researcher’s responsibility to contact the particular schools that will be asked for cooperation in conducting the research. School principals have the final decision regarding the participation of the school in any research program.
Feedback to the Guilford County Schools and Participants
To strengthen the relationship between schools and the research community the researcher should provide opportunities for direct presentations to parents, teachers and administrators of participating schools. Such presentations are a matter for consultation between the school(s) and the researcher(s). This may include live presentations or videos about the research project and results.
Participants should have access to tangible and easily assimilated materials describing the project findings, the implications for education, and the benefit(s) to the students and school(s). 

A final report of the results must be submitted to the Research Review Committee and the principals of the schools involved. The Research Review Committee will be responsible for disseminating summaries of the research results to committee members and other appropriate school district personnel. The Research Review Committee will keep a copy of all research proposals and final research reports on file.
Publication of Results
The findings of the study must be shared with the Chair of the Research Review Committee before being released for publication, public access or to the news media. If Guilford County Schools will be in any way identified in released oral or written findings (e.g., research paper, conference presentation, newspaper report) the researcher(s) must obtain permission from Guilford County Schools for such identification.

The Research Review Committee must also be provided any documentation (written or otherwise) for review prior to release to protect the rights, image, concerns and integrity of the Guilford County Schools.
Inquiries
All communications regarding research in the Guilford County Schools must be addressed to:

Research Review Committee, Chairperson

Data and Evaluation Department
Guilford County Schools

501 West Washington Street

Greensboro, North Carolina 27401
Telephone: (336) 370-8061
Fax: (336) 370-2340

Email: woodss@gcsnc.com

GUILFORD COUNTY SCHOOLS
Research Application Summary Form

Project Name ___________________________________________________________________________________

Sponsoring Organization(s) _________________________________________________________________________

Principal Researcher _______________________________________________________________________________

Timeline:  Beginning Date _____________________________ Completion Date ______________________________

Purpose of Research _______________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________

Procedure/Methodology____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Number of Participants____________

Type of Participants _______________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

Role/Expectations of GCS __________________________________________________________________________

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Intended Use of Outcomes/Results____________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Address to Which the Research Review Committee’s Decision Should be Sent (street and/or email address):  ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________________________

Principal Researcher _____________________________________________________ Date ___________________





                  Signature

GUILFORD COUNTY SCHOOLS

Guardian/Parent Research Consent Form: To be completed by the parent/legal guardian of a school-aged participant under 18 years.

Project Name____________________________________________________________________________

Sponsoring Organization___________________________________________________________________

Principal Researcher_____________________________________Telephone_________________________

Project Location (s)_______________________________________________________________________

Student's Name__________________________________________________________________________

Home Address_________________________________________Telephone _________________________

Student’s School________________________________________ Grade ___________ Age ___________

Participants/Parental Rights and Assurances
I have received a copy of the approved Guilford County Schools Research Application Form for the aforementioned research project. Having read the application I am familiar with the purpose, methods, scope and intent of the research project. 

____ I am willing for my child to participant in this research project.

____ I am not willing for my child to participate in this research project.

If I am willing for my child to participate in this research, I understand that during the course of this project my child’s responses will be kept strictly confidential and that none of the data released in this study will identify my child by name or any other identifiable data, descriptions or characterizations. Furthermore I understand that my child may discontinue his/her participation in this project at any time or refuse to respond to any questions to which he/she chooses not to answer. My child is a voluntary participant and has no liability or responsibility for the implementation, methodology, claims, substance or outcomes resulting from this research project. I am also aware that my child’s decision not to participate will not result in any adverse consequences or disparate treatment due to that decision.

I fully understand that this research is being conducted for constructive educational purposes and that my signature gives consent for my child to voluntarily participate in this project.

Parent’s Signature____________________________________________Date_______________

Student's Signature____________________________________________Date_______________




      (When Age Appropriate)

GUILFORD COUNTY SCHOOLS

Research Consent Form: To be completed by non-student participant or student participant aged 18 years and above.

Project Name_________________________________________________________________________________

Sponsoring Organization________________________________________________________________________

Principal Researcher_____________________________________Telephone______________________________

Project Location (s)____________________________________________________________________________

Participant’s Name__________________________________ Position __________________________________

Home Address __________________________________________ Telephone ____________________________

Participants Rights and Assurances
I have received a copy of the approved Guilford County Schools Research Application Form for the aforementioned research project. Having thoroughly read and reviewed the application I am familiar with the purpose, methods, scope and intent of the research project.

____ I am willing to participant in this research project.

____ I am not willing to participate in this research project.

If I am willing to participate in this research, I understand that during the course of this project my responses will be kept strictly confidential and that none of the data released in this study will identify me by name or any other identifiable data, descriptions or characterizations. Furthermore I understand that I may discontinue my participation in this project at any time or refuse to respond to any questions I choose not to answer. I am a voluntary participant and have no liability or responsibility for the implementation, methodology, claims, substance or outcomes resulting from this research project. I am also aware that my decision not to participate will not result in any adverse consequences or disparate treatment due to that decision.

I fully understand that this research is being conducted for constructive educational purposes and that I voluntarily participate in this project.

Participant’s Signature________________________________________Date_______________
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