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A H E A D O F T H E C U R V E




DEPARTMENT OF RESEARCH, EVALUATION, AND ASSESSMENT
MEMORANDUM
TO:

Research Applicant

FROM:

Lisa A. Banicky, Ph.D., Research Specialist

SUBJECT:
Application to Conduct Research or Distribute Surveys
You recently requested permission to conduct a research study or distribute a survey in Virginia Beach City Public Schools; in reply, I am sending you this memorandum and an enclosed application form.  Personnel in our school division have been asked to await approval from the Department of Research, Evaluation, and Assessment before responding to research or survey requests.  

Your application will be reviewed by the Research Review Committee in accordance with School Board Policies 4-69 and 5-67 and School Board Regulations 4-69.1 and 5-67.1.  As we review requests to conduct research or distribute surveys, we shall use the following questions as guidelines:

· Is the application complete?

· If applicable, is there evidence of Institutional Review Board (IRB) approval?

· Does the study require the use of instructional time or create a significant departure from the normal school routine?

· Are there adequate provisions for securing informed consent? 

· Are there adequate provisions for ensuring the privacy of students/employees and maintaining the confidentiality of the data?

· Does the proposal set forth explicit objectives and a sound design for collecting and analyzing information designed to reach these objectives?

· Is there a detailed description of the protocol to be used for the research study or survey distribution?

· Does the study have the prospect of directly benefiting the participants or the division’s educational program?

Once received, your application with your submitted proposal will be thoroughly reviewed by the committee and may take up to four weeks to process.  After the review process, you will receive written notification indicating whether or not the proposal has been approved.  
Enclosure
VIRGINIA BEACH CITY PUBLIC SCHOOLS

Department of Research, Evaluation, and Assessment
APPLICATION TO CONDUCT RESEARCH OR DISTRIBUTE SURVEYS
I.
Identifying Information

Name














Work Location












Work Address






Telephone













 
Email






Home Address






Telephone





II. 
Introduction to the Project
A. 
Title of Project










B. Why are you conducting the study?

Independent Research 

Graduate Class Requirement           


 

Masters Thesis/Paper


Dissertation Research/Project




C.
University Affiliation










           

Faculty Advisor










D.
Has this study been reviewed and approved by an Institutional Review Board?
· Yes, it has been fully reviewed and approved.  Please attach the IRB approval notification to this application.
Date of Institutional Review Board (IRB) approval






· No, review is pending.  Evidence of IRB review may be submitted at a later date but must be received prior to initiating the study.  
Expected date of Institutional Review Board (IRB) approval




· No, this study is exempt from IRB approval.  If this study is exempt from IRB approval, please provide the rationale

        



















Name and contact information for IRB Chairperson



















· No, this research is not affiliated with a university and is not governed by an IRB.
E.
Expected Date of Project Completion
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III.
Participants

A. Type of Population

Elementary


Intermediate


Middle


High



Other

B.
Grade Level (s)



 

C.
Subject (s)




 

D.
Name of School (s)










E.
Special Characteristics (if any) of Population






 

Time (in minutes)

Required for Each

Group


Number Needed

     Person to Complete Tasks
Students






Teachers





Principals





Others





IV.
Required Attachments 

A.
Provide a concise description of your purpose, research design and methodology, plan for analyzing the data, and value to the school system.  A detailed description of the protocol to be used must also be included (i.e., how individuals will be contacted for participation and procedures used in the research or survey administration).
B.
Attach a copy of the cover letter that will be sent to participants describing the study, the informed consent form to be used (if applicable), and the data collection instrument(s) that will be used (i.e., surveys, tests, questionnaires).  If an online version of the survey is to be used, a hard copy of the survey is still required.
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Please read each of the following statements and place a check mark in the box indicating that you have read and agree to abide by each of the statements. 

· I understand that acceptance of this request for approval of a research proposal in no way obligates Virginia Beach City Public Schools to participate in this research.  I also understand that approval does not constitute commitment of resources or endorsement of the study or its findings by the school system or by the School Board.

· I acknowledge that participation in research studies by students, parents, and school staff is voluntary.  I will preserve the anonymity of all participants in all reporting of this study.  I will not reveal the identity or include identifiable characteristics of schools or the school system unless authorized by the Assistant Superintendent for the Department of Research, Evaluation, and Assessment.
· If approval is granted, I will abide by all the policies and regulations of Virginia Beach City Public Schools and will conduct this research within the stipulations accompanying any letter of approval.  
· At the completion of the study, I will provide Virginia Beach City Public Schools with a copy of the results.
Applicant’s Signature


Date

Professor or Faculty



Date








Advisor’s Signature








Address




Phone

PLEASE MAIL OR FAX ALL REQUESTED MATERIAL TO:
Lisa A. Banicky, Ph.D., Research Specialist

Department of Research, Evaluation, and Assessment
Virginia Beach City Public Schools

P.O. Box 6038

Virginia Beach, Virginia 23456-0038
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